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1.1 Introduction

The Defense Travel System (DTS) Deployment Tools provide authorized users with an environment in
which to enter, validate, and submit all of a site’s data for upload into the system. This environment, called
Staging, is separate from the live production environment, called Production.

The Deployment Tools support the following creation of the site or org administrative setup data (org
structure, routing lists, groups, and lines of accounting [LOAs]). The Deployment Tools also support the
initial self-registration of personal data for new travelers.

1.1.1 Site Setup Admin

The Service or Agency Representative (S/A Rep) with permission level 7 accesses the Administrative
drop-down list (Figure 1). He or she uses the Site Setup Admin tool to perform the following tasks:

» Establish a site (e.g., Camp Swampy, Virginia)
* Designate the root org(s) at a site
* Identify the Lead Defense Travel Administrator (LDTA) for each root org.

K Defense Travel System

A ewEra of Govermment fravel
ogoff

Official Travel W| Official Travel - Others W Traveler Setup W Reports ‘q?RDA v
Site Setup Admin

Site Setup Interview
5Self Registration Admin
DTA Maintenance Tool
Budget

Route & Rewiew

Calculate Distance

Figure 1: S/A Rep Administrative Drop-Down List

Once the S/A Rep has accomplished the three tasks, the LDTA can log on to DTS from the DTS Home
page and access Self-Registration, Site Setup Interview, and Site Setup Admin (Figure 2).

Defense Travel System

A New Era of Government Travel ' -

self ﬁegistrati.un

My Signed Documents

= % Reinders
Self RE':IJIIEtI'EItIDI‘I Adrmin Document Name Current Status Deparbture Date. Type

Figure 2: LDTA Administrative Drop-Down List
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DTS Deployment Tools

1.1.2 Site Setup Interview

Site Setup Interview enables the LDTA to coordinate the administrative setup of the site or root org.
After the org structure is created, Organizational DTAs (ODTAs) are identified to assist with setup,
Routing Officials (ROs) are entered, routing lists are created, groups are named, global group member-
ship rules are created, and LOAs are entered into the Staging environment. Access to Site Setup Inter-
view requires the S/A Rep to designate the site root org LDTA in Site Setup Admin. The LDTA can
then designate ODTAs. There is no permission level control on access to Site Setup Interview, which
includes two modes: the Interview Mode and the Edit Mode.

The Interview Mode provides a step-by-step process to guide an inexperienced DTA through setup
(Figure 3). The DTA is led through administrative setup of orgs, routing lists, groups, and LOAs. Each
single step is explained in detail on the screen with links to other documentation.

&Defanse'{ravel System e e e e

A New Era of Government Travel
Interview Mode Edit Mode

Current Date:

Welcome CHRIS MOORE to the Site Setup Interview,

Defensze Travel System Crganizations determine. ..
» Which Routing Lists a traveler can select
» ‘Which Lines of Accounting {LOA) a traveler can select

» The level at which canned system report data will be summarized

Considerations MMain" (Root) arganization. ..

SBABWCC
|

BEABWMSG BEABWCE

BEABWCOM

Figure 3: Site Setup Interview Screen

The Edit Mode allows more experienced DTAs to make changes or quickly build structures in a less
restrictive manner.

Both modes allow common information for orgs, routing lists, groups, and LOAs to cascade to subor-
dinate orgs (suborgs).

When the site setup administrative data are complete, the LDTA submits the organizations to the S/A

Rep. The S/A Rep then reviews and approves the migration of the data into the live Production envi-
ronment. From then on, all data will be changed by using the DTA Maintenance Tool.
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DTS Deployment Tools

1.1.3 Self-Registration Admin

Self-Registration Admin allows the DTA to assign permissions and org and group access to new DTS
users. Access to the Self-Registration Admin Tool is granted to DTAs entered into Site Setup Admin
with org privileges. Access to the Self-Registration Admin Tool is also given to Production DTAs with
permission level 5 (Figure 4).

Defense Travel System

List Profile Report
o A New Era of Government Travel

Welcome CHRIS MOORE to Self Registration &dministration.

The Self-Registration Admin Tool is used to review and accept {or reject) individuals who have submitted their self-
reqistration for DTS, Click the link next ko each name to review and add information to each profile,

Editable fields for the Administrator include:

Information about the office: location, address, phone and Fax numbers, etc,
Organization Access and Org Owner name

Permissions

Approval Override (yves or no)

Self-A0 Approval (yes or no)

TTRA Status {exempt or non-exempt)

Default Routing List

Default LOA

Mon DoD Entry Agent

Lnit I0

Figure 4: Self-Registration Administration Screen

1.1.4 Self-Registration

DTS Self-Registration enables the DTAs and ROs to be entered into the Deployment Tools for setup to
accomplish self-registration. This feature is only available to users entered into Staging with no profile
in Production (i.e., DTA Maintenance Tool).

1.1.5 General Fielding Process

All Deployment Tools users should be familiar with the DTA Users Manual and should refer to it
when questions arise concerning the functionality of DTS. This guide can be downloaded from the fol-
lowing Web site: http://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp.

The Program Management Office (PMO) Deployment Plan details the general process for Phase 11
sites — PMO-supported fielding. The LDTA and ODTAs who assist in the process will participate in
DTA training for general DTA requirements. This DTA class is scheduled after the Command Visit
and before the on-site Business Process (BP) meetings and should enable the LDTA to establish a draft
org structure and initial routing lists. The PMO and Northrop Grumman Fielding support the BP
meetings on-site. The S/A Rep uses Site Setup Admin to enter the new site, create the root org, and
designate the LDTA by the end of the BP meetings. During the week of Extended Support (immedi-
ately following BP), Northrop Grumman staff remain on-site to provide guidance in using the Deploy-
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DTS Deployment Tools

ment Tools and assist the LDTA with initial use and setup. On-site support resumes later for a three-
week period for validation, live process verification, and customer support. Site support then transi-
tions to the Tier 3 Help Desk (T3HD).

Service or agency guidance should be used for Phase I1I sites (all others).

The Deployment Tools Users Manual is designed to be used by new or inexperienced DTAs. The
Deployment Tools Overview (Section 1.2) is a quick guide to the typical process using the Interview
Mode. Sections 1.3 through 1.8 provide more detailed procedural guidance for the typical process for
the administrative users who will set up orgs in DTS. The final section (Section 1.9) provides an
overview of the Edit Mode. Self-Registration and Self-Registration Admin for the new user and for the
Production DTA are explained in Sections 1.8.2 and 1.8.3 as postmigration activities.
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DTS Deployment Tools

1.2 Deployment Tools Overview

The following 24 major actions must occur in the Deployment Tools in order to complete the org adminis-
trative setup properly. Although there are many possible combinations of steps, and specific service and
agency procedures may vary, the following steps will allow users to accomplish Deployment Tools Setup
efficiently and effectively (Figure 5).

Site Setup Tools
Context Diagram

Defense Travel System

Service/Agency
DTA

- —

NGMS T3

PMO DTA

>
>

DTS
Site Setup Administration
Tool

DTS Online Travel
Production Database
Tables

Lead Site Setup
DTA DTS Data Migration
Site Setup
Process

Tables

DTS
Site Setup Interview
Tool

Organization
DTA

Site Setup Report

Organization STAGE :PRODUCTION

Finance
DTA

9/19/03

Figure 5: Site Setup Tools Context Diagram

Note: There are many planning and related activities that must occur to bring a site to initial
operating capability (IOC). The S/A Rep and LDTA are generally responsible for planning and
gathering data in coordination with the PMO and NG Fielders. The PMO Deployment Plan,
DTA Users Manual (and Appendix S), Site Planning Guide, Site Checklist, and Live Process
Verification Plan are all key reference documents.

Initial S/A Representative Actions (Section 1.3)

Note: The numbers in parentheses indicate the sections in this manual that provide more details.

1. Obtain all necessary site and root org data (DTS Deployment Tool Users Manual, Attachment A
and Attachment B).

2. Create the new site (Section 1.3.1).

3. Create the root org. The process is the same as in the Organizations function of the DTA Mainte-
nance Tool (Section 1.3.2).

4. Create LDTA. The process is the same as creating a user in the People function of the DTA Main-
tenance Tool. (Section 1.3.3).
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DTS Deployment Tools

LDTA and ODTA Tasks (Permission Level 5 and 6 DTAs) Interview Mode (Section 1.4)

5. Review the Create Organization Worksheet (Attachment C).
6. Create suborgs for root org (Section 1.4.1).
7. Identify ODTAsS to assist with setup (Section 1.4.2.1).

Note: ODTAs can now log on to DTS (Staging only) to assist with their org and suborgs.

8. Name routing lists (Section 1.4.3.1).

9. Add ROs (Section 1.4.3.2).

10. Add routing list details (Section 1.4.3.3).

11. Create groups, group structures, and Global Group Membership Rules (GGMRs) (Section 1.4.4).
12. Create LOAs (Section 1.4.5).

13. Review org setup (Section 1.4.6.1).

14. Complete org setup (Section 1.4.6.2).

Self-Register all Officials Prior to Migration to Production (Section 1.5)

15. LDTA self-registers (Section 1.5.1) and notifies the S/A Rep.
16. S/A Rep accepts LDTA self-registration (Section 1.5.2).
17. The ODTAs and ROs complete self-registration. (Section 1.5.3).

Note: The ODTAs and ROs should self-register prior to migration of the setup from
Staging to Production. If not, they are migrated with a user profile and the LDTA
will have to complete the profile in the DTA Maintenance Tool. The user will have
to update his or her user preferences.

18. The LDTA accepts self-registration (Section 1.5.4).
Submission (Section 1.6)
19. LDTA submits the org setup to the S/A Rep (Section 1.6.1).

The S/A Rep reviews the submission and approves the setup for migration out of Staging to Pro-
duction (Section 1.7).

20. S/A Rep reviews the org setup (Section 1.7.1).
21. S/A Rep either approves or rejects the org setup. It must be approved before it can migrate into
production (Sections 1.7.2 and 1.7.3).

Post Migration Activities — complete GGMRs, new DTS users can now self-register, and the
DTAs can accept the new users into Production (Section 1.8).

22. LDTA completes GGMR for groups belonging to higher-level orgs (Section 1.8.1).

23. New traveler completes self-registration (Section 1.8.2).
24. DTA accepts a new traveler in Self-Registration Admin (Section 1.8.3).

Page 6 DTS Version 1.6.4.5, DTS Deployment Tools Users Manual, Version 1.0.2, Updated 8/26/05

This document is controlled and maintained on the www.defensetravel.osd.mil website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



DTS Deployment Tools

1.3 S/A Rep Initial Tasks (Permission Level 7)

Access to Site Setup Admin is accessible only to users with permission level 7. Site and main (root) org
setup and creation of a site’s LDTA must be a coordinated effort between the S/A Rep and the site point of
contact (POC), usually the LDTA. Setup begins at the service or agency level with the use of Site Setup
Admin to enter a site into the site table (New Site). The root (main) org for that service or agency at that
site is created, and the S/A Rep assigns the LDTA for that site.

Authorized users (LDTAs) must be assigned by the S/A Rep as the LDTA for a root org. After the LDTA’s
registration has been accepted, he or she will be permitted to log on to his designated root org in Site Setup
Interview. The LDTA may then be able to designate ODTAs and may also start using Site Setup Interview
to enter the new site information.

Note: In Site Setup Admin, users are directed to log on to DTS Staging in order to use the
Deployment Tools. Other standard DTS capabilities are blocked until the user has self-
registered. While the users designated in Site Setup Admin (DTAs) and Interview (ROs and
Authorizing Officials [AOs]) have access to the Self-Registration feature, they should not use it
until the entire org setup is complete. This would be just prior to migration of the setup data and
is explained later in the process (Section 1.5).

The DTS Site Setup must conform to processes identified in the DTA Users Manual, Appendix S: Site
Admin Setup Planning Process and Templates for DTS. (http://www.defensetravel.osd.mil/dts/site/train-
ingmanuals.jsp). Worksheet 5A - Attachment 1 also provides a road map of the data elements for the S/A
Reps to use for their initial tasks described below.

Note: The S/A Rep should coordinate the general schedule with the PMO to ensure proper CTO
validation scheduling and availability of CTO data elements for initial org creation (refer to
Section 1.3.2). T3HD should be aware of the planned IOC date to ensure proper live process
verification (LPV) support.

Note: A DTS user can only be designated as the LDTA for one root org at a time.

1.3.1 Create New Site

A site in DTS is a geographic location that identifies a collection of main orgs. A site may consist of
orgs from a single service or agency or may consist of many, as in a Joint Command. Typically, this

DTS Version 1.6.4.5, DTS Deployment Tools Users Manual, Version 1.0.2, Updated 8/26/05 Page 7

This document is controlled and maintained on the www.defensetravel.osd.mil website. Printed copies may be obsolete.
Please check revision currency on web prior to use.


http://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp

DTS Deployment Tools

collection of main orgs would be an installation. Some examples of this include Camp Pendleton, Fort
Campbell, Wright-Patterson Air Force Base (AFB), and Norfolk Naval Base (Figure 6).

v' Place holder for a collection
of Main Organizations,
typically a base, e.g. Camp
Pendleton, Fort Campbell,
Wright Patterson, or
Norfolk Naval Base

* Main Organizations

{b-Organization
Groups
LOA
Etc.

{b-Organization
Groups
LOA
Etc.

v An Agency/Service
organization at a Site, e.g.,
an Army MACOM

9/19/03

Figure 6: Site Setup Tools New Concepts

As part of the initial setup, the Service or Agency DTAs create all sites in DTS Deployment Tools.
Follow the steps below to create a new site in DTS:

1. Complete Attachment A: New Site/Root Organization Worksheet.
2. Complete Attachment C: Root Org Worksheet.
3. Login to your DTS User Welcome screen.
4. Select Administrative from the navigation bar.
5. Select Site Setup Admin from the drop-down list.
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DTS Deployment Tools

6. Ifuser has access to multiple orgs, click the Organization drop-down list to select the appropriate
org for setup (Figure 7).

|y5tem ” Reports

Travel

Home Site List

Orzanization » | 111222333444

DF
DF123

L ie

DFCWK-1
DF CWRZ13F W

DF CWRZ213F AL
DFCWREZ213FWAALG

DF CWRZ13FWAAMED

DF CWKZ21 3FWAAMEDADS
DFCWRZ13FWAR
DFCWKZ213FWABLG hd

Figure 7: Select Production Organization Screen

7. Review the Deployment Tools process and click Begin.
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DTS Deployment Tools

8. Click the Create New Site link if the site does not appear in the site list (Figure 8).

Defense Travel System ”

A New Ern of Government Travel

Below 1= 3 listing of sites

-Create New Site

Delete Edit Site Mame StatefCountry
Delete Edit & SCHLIME AFE W, S
Delcte  Edit | AbhAFB D, US
Delete Edit: ABBEY AFD W, S
Delsts  Edit | ATEC ™ Us
Delete Edit: azency One WA, LS
Delete Edit Albsry MCEB Gy US
Delete Edit Andrews AFR Mo, US
Delete Edit Andy AFE HI, LS
Delete Edit AndyZ AFB FL, US
Delete Edit: arnold AFE TH; US
Delete Edit Arnald? AFB T, US
Delete  Edit | Arnaldd ™ US

Figure 8: Site List Screen

9. Enter the Site Name on the Create New Site screen (Figure 9). Use the information gathered in
Attachment A to complete this information.
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DTS Deployment Tools

10. Click the magnifying glass icon to select the site State.

Inse Travel System ” Reports

Era of Government Travel

Home Site List

Please complete the form below to create a new zite

Site Mame
PLEASE NOTE: & RED TRIAMGLE IM THE TOP CORMER OF 4 FIELD IMDICATES THAT THE FIELD IS REQUIRED. 29 PALALS
Site Name » [2MC 1
A Geographic Location; City, Post, Camp or Station where the DTS Org i physically located Aoy
State »

2 Click on the icon to select a value

ABERDEEM PROVING GROUND

Country » U5
&R FORCE ALDIT AGENCY

CREATE SITE CANCEL

ALBANY

ALDw R RIDDLG

Figure 9: Create New Site Screen

11. Enter the state postal abbreviation in the Code field on the State or Country Search screen (Figure
10).

All
us

Twpe s

Fareign

Other

Al
COMUS
© OCoNUs
Eriter either a code or name to search for the state/country code;

ol
C
T
(& Farsign lsland
(o
ol
C

Conusd{Oeonus »

Code s [Ky |

Mame » | |

CLOSE

Figure 10: State or Country Search Screen
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DTS Deployment Tools

12. Click OK.

13. Click Create Site (Figure 8).

14. Click Continue. (To create another site, click the Yes radio button before clicking Continue)
(Figure 11).

Home Sile List

& Root @rg has been created, Root Organizations at AMC

Do you WaANT T8 CREATE ANGTHER ROGT ORGANIZATION?

Organization Service [ Agency
Gy T Yes
e HiE
AIMCE ARMY

Figure 11: Create New Org Screen

Note: Currently, there is no way to edit or delete an incorrect site name. A new site is
created.

1.3.2 Create Root Org

The root org is the highest level of an org's DTS naming sequence. The term root org is the same as the
main org. A site can contain multiple root or main orgs. The root org is established in DTS at the
service or agency level. This is required before LDTA personnel can be assigned. After initial contact
and follow-up interview with the site POC, the Service or Agency rep can proceed to create the root
org(s) within their org access. Follow the steps below to create a new root org in DTS:

Complete Attachment A: New Site/Root Organization Worksheet.

Complete Attachment B: Create Organization Worksheet.

Login to your DTS User Welcome screen.

Select Administrative from the navigation bar.

Select Site Setup Admin from the drop-down list.

If you have access to multiple orgs, click the Organization drop-down arrow and select the appro-
priate org for setup.

7. View the Deployment Tools Process and click Begin at the bottom of the screen.

A e
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8. From the Site List screen, select the site to which the new root org will be added (Figure 12).

DTS Deployment Tools

Delete
Delete
Delete
Delete

Delete

Below iz a listing of sites

-Create Mew Site

Edit

Edit

Edit

Edit

Edit

Site Name

& SCHLINE AFB

A4 AFE

ABBEY AFE

AINC

vel
Hone _SETITERY

State/Country

W, LS

#Dy LS

W, LS

iy L5

Figure 12: Site List Screen

9. Select Create New Root Organization if a new root org is necessary for this site (Figure 13). (See

step 25 for the Create New Root Organization from Production Organization link).

-Create MNew Root Organization

- Create Mew Root Organization from existing Production Organization

Delste Edit Root Organizations

Delste Edit 12345678901234567590

Description

100th Fight Wing

Current Status

LEAD OTA CREATED

pvel
Home Site List

Below is a listing of Root Organizations for Fairfax

Action Taken by Action to be Taken

Luke Skywalker Reuienn

Figure 13: Root Organizations Screen
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DTS Deployment Tools

The next several steps use the information gathered from the completed Attachment B. All fields on
the Create Root Organization Screen are recommended (Figure 14). The triangle in the top right corner
of a field indicates that the field is mandatory.

Pleazs complete the form below to create 3 raot organizstion

PLEASE HOTE: A RED TRIANGLE IN THE TOP CORNER OF A FIELD IWMICATES THAT THE FIELY 15 REQUIRED, Orsantzation SeriGE 1 Ageney
A
Site H . -
MY o Ubtiin o, i, O on Soesll WGP BTS QHE BRI e Rodabs T opmeyresults
ServicefAgency » |United States Army - ARMY =

Ense Travel System M
Era of Government Travel
Current Date: 07

Root Organizations at A

DT$ Organization Code» 2

DT§ Organization Description »

DTAID »

Ticket fCc» [D1wa =
Office Address 1+
Offios hdoresszs [ |

Office State » %

2 ek n the doon 1e Seleet 5 wslus

Office TIP/Pastal Cade »

Figure 14: Create Root Organization Screen

10. Select the correct value from the Service/Agency drop-down list.
11. Enter DTS Organizational Code. This is the org name from the org hierarchy naming sequence.

(See DTA Users Manual Appendix Q.)
12. Enter DTS Organization Description. This is the name by which the org is more commonly

called.

13. Click the DTA ID drop-down list and select the correct value. This is the e-mail address to which
the DTS reject notices will be delivered. Click the magnifying glass icon to add a new e-mail

address to the DTA ID drop-down list.
14. Click the GDS drop-down list and select the correct value. Once selected, the PCC, Ticket PCC,

and Company Code fields display. Refer to CTO to populate these fields.
15. Enter Office Address 1.
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16. Enter Office City (Figure 15).

17.
18.

19.

20.
21.
22.
23.
24,
25.

26.

Office ZIPfPostal Code »

Mafl Cade »

Time Zane +

Organization Email Address »

Present Duty Station Mame »

MNumber of Work Hours/Day »

Emergency Contact Hame »

Emergency Contact Phone »

Number of ftiles to Clasest dirport from Office »

Office Phone Number »

Offioe Fax Mumber »

!

CST. 1=

LDTA@AME, bIL

1

QD0-000-0000

2 Forfist 9994995999 19999 Up o 20 charactar

]

QCIQ-000-0000

2 farm

vt 9999999999 5099 | up 1020 charactar

DTS Deployment Tools

Unit 1D (UIC/RUCI/PASSCODE) » | 1234

@ on
Email Notifization »
& Off

i ] e |

Figure 15: Create Root Organization Screen (Continued)

Enter Office State by clicking the magnifying glass icon and enter the state code.

Enter Office Zip Postal Code. (This ZIP code must be valid for the city in which the office is
located.)

Enter Organization E-mail Address. This is the e-mail address that will be used by a DTA to
approve Self-Registrations when submitted. This e-mail should be an email account that many can
access.

Enter Emergency Contact Name. This contact should be a staff duty office.

Enter Emergency Contact Phone.

Enter Office Phone.

Enter Unit ID. The DTA for each org should know the Unit ID.

Click Save.

Click Continue. If you want to create another root org, click the Yes radio button before clicking
Continue (Figure 11).

Note: The root org is typically a placeholder and no personnel are assigned.

Click Create New Root Organization from existing Production Organization if a root org has
already been created for the site and the data from that org could be used to build the new root org
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DTS Deployment Tools

(Figure 13). This link allows the data that were used to create the chosen Production org to auto-
populate into the new root org fields (Figure 16).

vel

Home Site List

Organization » 111222333444 =

I COMTINUE

Figure 16: Select Production Organization Screen
27. Click the Organization drop-down arrow to select the org in Production to create the new root

org. The drop-down list will be populated based on the user’s org access of orgs already in produc-
tion.
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DTS Deployment Tools

28. Edit the fields that autopopulated, where allowed, and complete the blank fields (Figure 17 and Fig-
ure 18).

Defense Travel System

New Era of Government Travel

Home Site List

he data wou are wviewing has been retrieved from the production database for an active DTS Organization and iz intended to be uzed to create new
pbordinate organizations, &ny changes to this data made in the Site Setup Interview mode will not be applied to the DTS Orzanization in the production
atabase. However, any changes to this data can be applied to subordinate organizations that are created in the Site Setup Interview mode,

leaze complete the form below to create a root organization

LEASE NOTE: & RED TRIAMGLE IN THE TOF CORNER OF A FIELD IMDICATES THAT THE FIELD 15 REQUIRED.

: Fairfax
Site Mame »
& Geographic Location; City, Post, Camp or Station where the DTS Org iz physically located

ServicefAgency » |United States Air Farce - AIR FORCE |

DTS Organization Code » 111222333444 l:l

ANTS hierarchical naming sequence ; up to 20 characters

]

& Unit name (i.e., 1421 infantry Battalion, 225th Fighter Wing , Operations Group, etc.)

Idta1 - david.m.brooks@ngc.comj a,
2 Click on the icon to ADD a new OT4 1D

DTS Organization Description »

DTAID »

GDS » | A4 7

PCC IEZVA 'I
Ticket PCC» IEZVA 'l

Company Code » |test 1

Office Address 1+ |12900 federal systems 1

Office Address 2+ | |

Office City » | fairfax ]

Office State » VAR

2 Click on the icon to select a walus

Figure 17: Create Root Organization Screen
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Page 18

Office AIPfPostal Code » | 22033

Mail Code »

Time Zone » |GMT =

|

Organization Email Address » |manleen.kaur@ngc.com 1

Present Duty Station Mame »

Mumber of Work Hours/Day »

Emergency Contact Name »
Emergency Contact Phone » 20222993909

A Farmat: 999-999-9999 9999 up to 20 characters

Mumber of Miles to Closest Airport from Office » l:l

Office Phone Number , L2220 228-9999

A Farmat: 999-999-9999 9999 up to 20 characters

1

|

Office Fax Mumber»
A Farmat: 999-999-9999 up to 20 characters

Unit ID (UIC/RUC/PASSCODE) » 124134

C 0On

Email Motification »
& Off

CaNCEL

Figure 18: Create Root Organization Screen (Continued)

1.3.2.1 Delete a Root Org

Any elements associated with the org (e.g., orgs, DTAs, users, routing lists, groups, or LOAs)
must be deleted before the root org can be deleted. A warning will display on the Delete a Root
Organization screen to inform the user if org is associated with any elements (Figure 21).

Log into your DTS User Welcome screen.
Select Administrative from the navigation bar.
Select Site Setup Admin from the drop-down list.

bl

drop-down list.
5. Select Site List from the subnavigation bar.
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6. Select the site for deletion from the Site Name column (Figure 19).

DTS Deployment Tools

o MTTIERY
Below is a listing of sites
-Create Mew Site
Delete Edit Site Name State/Country
Celete Edit .23 Release site W, US
Celete Edit CT5-ifest Wa, US
Celete Edit Fairfax W, US
Celete Edit Martys 23 Test Site Wa, US
Celete Edit PTP Test Site W, US
Celete Edit Pre-Deployment Toals Wa, US
Celete Edit Releasedd W, US
Delete Edit SPR11002 W, LS
Delete Edit SPR12338 W, LIS
Celete Edit Summit Wa, US
Figure 19: Site List Screen
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DTS Deployment Tools

7. Select Delete to the left of the root org name (Figure 20).

Iel System ” Repert:
nment Travel
Home Site List

Below is a listing of Root Organizations for Fairfax

-Create New Root Organization
- Create New Root Organization from existing Froduction Organization

Delete Edit Root Organizations Description Current Status tction Taken by &ction to be Taken
Celete Edit. 123456 7890123456 7850 100th Fight Wing LEAD CTA CREATED Luke Skywalker Rewview
Delete Edit DFCWKZ 130 AAMS G fiizzion Support Group QRGANIZATION CREATED Sam Damon Create Lead OTA

Figure 20: Root Organizations Screen
8. Confirm that the org is the correct one for deletion.

9. Click Delete. Any elements associated with the org (e.g., orgs, DTAs, users, routing lists,
groups, or LOAs) must be deleted before the org can be deleted. The Delete a Root Orga-
nization screen will display a warning to inform the user if the org is associated with any

elements (Figure 21).

Defense Travel System M Reparts

A New Era of Government Travel

Home Site List
Cumrent Date: 01-27-2005

Delete a root organization Root Organizations at Fairfax

Please review the following: 5 :
» 12345675901234567590 cannot be deleted, It has one for more) sub-organizations, DTAs, routing lists, groups, or LORs associated with it. Please delete these items Qreamzation senviceifidgency
first. TF ane (ar more) self-ragistering Users has besn accspted at this organization, It cannot be delsted.
DFCWEZ13FW A A5G 4IR FORCE
Site Name » P2
2 Geographic Location; City, Post, Camp or Station where the DTS Org is physically located {2345678901234567890 IR FORCE

Service Agency r United States Alr Force - AIR FORCE
1234567530 1234567590

2075 hizrarchical naming sequence

12345678901234567890 cannot be deleted. It has one {or more) sub-organizations , DTAs, routing lists, groups, or LOAs associated with it
Please delete these items first, If one (or more] seif-registering users has been accepted ¢ thiz arganization, it cannet be deleted

00th Fight Wing

2 Unit name (i.e., 1¢21 Infantry Battalion, 225th Fighter ¥ing , Dperations Group, etc.]

0TS Organization Code »

DTS Organization Description »

OTA ID» dta2 - iamualid@unittest.com

Figure 21: Delete a Root Organization Screen
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1.3.2.2 Delete An Org

To delete an org, first open the Site List screen by using the steps presented in Section 1.3.2.1
(Figure 19). Use the following steps to delete an org:

DTS Deployment Tools

1. Select Delete to the left of the site name desired for deletion.
2. Ensure that the correct site is selected for deletion on the Delete A Site (Figure 22) screen.
3. Click Delete. Clicking Cancel will open the Site List screen with no deletion.

nment Travel

Site Mame »

State » Wi

Country» LS

.23 Release site
A Geographic Location; City, Past, Camp or Station where the DTS Org iz physically located

|e| System ” Reports

Pleaze complete the form below to Delete Site

DELETE CANCEL

Site Name

.23 Release site

CT5-ifest

Fairfax

Martys 23 Test Site

PTP Test Site

Pre-Deployment Tools

Releasedd

Home Site List

State/Country

Wh, LS

Wa, LS

Wh, LS

Wa, LS

Wh, LS

Wa, LS

Wh, LS

Figure 22: Delete a Site Screen

Note: A site cannot be deleted if a site has one or more orgs associated
with it. The site can be deleted once all associations are removed.

1.3.3 Create an LDTA

The LDTA is the primary POC created by the S/A Rep for any given root org. The LDTA may also be
responsible for the implementation and administration of DTS. This includes the creation and mainte-
nance of orgs and assignment of ODTAs. They manage the orgs and their routing lists, groups, and
LOAs. There may be more than one LDTA designated for a single root org. Follow the steps below to
create an LDTA for a root org. Please make sure you have completed Attachment C—New DTA
Worksheet before beginning this stage of setup.

1. Complete Attachment C, Part 1.
2. Loginto your DTS User Welcome screen.
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DTS Deployment Tools

3. Click the Administrative drop-down list and select Site Setup Admin (Figure 23).

K Defense Travel System

Al of Govemment v
ogoff

Official Travel W Official Travel - Others ¥| Traveler Setup ¥ Reports ‘qRDA v
Site Setup Admin

Site Setup Interview
Self Registration Admin
DTA Maintenance Tool
Budget

Route & Review

Calculate Distance

Figure 23: Administrative Drop-Down List

4. Select the Site Name to which the new LDTA will be added.
5. Click the Create Lead DTA link under the Action to be Taken column of the Root Organizations
screen (Figure 24).

System ”

pont Travel

Home  Site List

Below iz a listing of Root Organizations for AWMC

- Create hNew Root Organization

[elete Edit Root Crzanizations Dezcription Current Status. Action Taken by Action to be Taken

Délgts Edit. &00 Awiation & Missile Cammand QRGANIZATION CREATED Chris Reinders Create Lead DTA

Figure 24: Root Organizations Screen

6. Use the information gathered for Attachment C to enter Last Name and First Name. The DTA’s
e-mail address is recommended but not required (Figure 25 and Figure 26).
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DTS Deployment Tools

7. If the DTA being created will need to view or edit the orgs, groups, routing lists or LOAs for this
org, the Yes radio buttons should be selected.

Organization Mﬂnutingust Group LOA Submit
intérviaw Mode  Edit Mode:

#dd a OTH for Aviation & Missile Command

dwiation f Missile Command

Exver THE DTA's PeRsonal [HFORMATION:

Last Mame + MOMROE- 4 DTA Name Delegated Organization

First Hame + CHRIS Retndars; CHi B oo

fiiddle [nitial »
Browr-#%, Efc a00
Email+ frudtz@wahoocom

SEM ¢ 2345554 AV

ENTER THE DTA 5 PRIVILEGES:

THESE PRIVILEGES APPLY TO THE DTA Foit SITE SETUP INTERVIEW ONLY AND
HAS HO AFFECT O THER DTS USER PRIVILEGES. IF A PRIVILEGE 15 SET TO N,
THE DTA WILL HOT HAVE ACCESS TD THAT MODLULE WHEN THEY LOG IMTD

SITE SETOP INTERIEW,

Update Qrganfzation ® Es
' N
& s

Update Group.
L
& S

Update Route »
T NO

{*

Update LO# YES
[{[e}

DELEGATE THE DTA T0 ORGAMIZATION;

Delegated Cirganization »

Figure 25: Create LDTA Screen

8. Click Save. The Root Org Lead DTA screen opens to confirm that you have created an LDTA
(Figure 26). If you want to create another LDTA as an alternate LDTA, click Yes.
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DTS

Deployment Tools

9. Click Continue.

fem

vel

L=

4 Site Lead OTA has been created for root organization o0 Site ddmin for 600 at AWM,

Do YOU WANT TD CREATE AMOTHER LEAD DTA a5 aH aLTERMATELDTA 2 )
Serviceddgency StatedCountry

© Mo & ez
AR il LS

SOTINUE

Home Site List

LOT#

Brown-GY; Ere

Figure 26: Root Org Lead DTA Screen

Note: The LDTA has access to all Deployment Tools functions — Orgs, Routing

Lists, Groups, and LOAs.

10. Inform the LDTA that he or she has been entered into DTS and can begin using the Site Setup

Page 24

Interview Tool. The LDTA should be warned NOT to use any Self-Registration features until
setup is complete and ready for submission.
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DTS Deployment Tools

1.4 LDTA and ODTA Tasks (Permission Level 5 and 6 DTAs) — Inter-
view Mode

There are two modes available within Site Setup Interview: the Interview Mode and the Edit Mode. This
section describes the Interview Mode. A brief description of the Edit Mode is provided in Section 1.9.
Once the S/A Rep has designated an LDTA, the LDTA is notified and can begin site setup using Site Setup
Interview to access the Interview Mode. The LDTA should complete the planning steps identified in the
DTA Users Manual (Appendix S) and other service or agency guidance.

The following is a list of LDTA tasks:

* Review Self-Registration Worksheet (DTS Deployment Tools Users Manual, Attachment E)
* Identify and create ODTAs

e Create routing lists

* Identify ROs

*  Create routing list details

* Name groups and create GGMRs

*  Enter or upload LOAs)

* Review org setup

*  Complete org setup

1.4.1 Create Suborgs

All suborgs will be created based on the naming sequence of the root org. Org structures in DTS will
vary and are dependent on the needs of the site. Consult with your Service or Agency DTA and the
DTA Users Manual Appendix S: Site Admin Setup Process and Templates for DTS for site planning
and proper execution. The LDTA may create ODTAs to complete setup for some or all of the suborgs.
LDTAs also may serve as ODTAs. This is a point of discussion for the BP meetings for either a Phase
II site (PMO-supported) or Phase III (service or agency-supported) site.

Follow the steps below to create a suborg:

1. Complete Attachment B — New Org Worksheet.

2. Logonto DTS.

3. Read the Privacy and Ethics statement and click Accept.

If your account has not been activated, the User Activation screen will open (Figure 27). If your
account has been activated, your User Welcome screen will open.
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4. Complete the two Social Security Number fields.

5 Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If you would like your account activated, complete the
form below, The form requires that you enter your social
security number twice, Please enter your §5N
exactly as it appears in your profile, including any
trailing characters (i.e. 123456789 or
987654321R)

Enter Social Security I
Mumber:
Reenter Social Security I
Mumber:

Submit I Cancel I

If the values entered match an account in DTS, you will
automnatically be logged in.

Selecting the "Cancel" button will terminate the activation
process,

Figure 27: User Activation Screen

5. Click Submit. (Self-Registration can occur later in the process.)
6. Click the Administrative drop-down list arrow and select Site Setup Interview (Figure 28).

ﬂﬂ‘&%\ Defense Travel System
W A Now Era o Goverment Travo

Self Registration

e =

My Signed Documents

st A 1C REiNders
Self RE_IJ_IStI'EtIDI'I Adriin Document Name Current Status Departure Date Type

Figure 28: LDTA Administrative Drop-Down List

7. Click the Organization link in the navigation bar.
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8. Select the org to be edited. The list includes all orgs to which you have access (Figure 29).

n
£

This uzer ha: been delegated to multiple organizations,
Please select an organization and click CONTINUE

Organization s |DA123 j
D461 05MCRCER 1=
CH14

DN1 800211

DH1 80822806204 [—
DN1E86854668849
DN1868903
DN1EBEES030
CN1BEE0300
DN1E6EI0301

ol , FIMANCE
DH186ER03016 IMIT >

Figure 29: Select Organization Drop-Down List

9. Click Continue.
10. Read the overview displayed on the Site Setup Interview screen (Figure 30).
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11. Click Begin at the bottom of the page.

Defense Travel System M Administrator  RoutingList  Group  LOA  Submit  Report

w A New Era of Government Travel — a8
Interview Mode Edit Mode

Cument Date: 04-26-2005

Welcome LUKE SKYWALKER to the Site Setup Interview.

Defense Travel System Organizations determine, ..

« ‘which Routing Lists a traveler can select
® Which Lines of Accounting (LOA) a traveler can select
» The level at which canned system report data will be summarized

Considerations “Main” (Root) orgar

Advantages:

» A member of one sub-organization can travel using another sub-organization's funds without placing additional
workload on Organizational Defense Travel Administrators (ODTAs) and Resource Advisors

» Each sub-organization still has its own unigue LOAs and Routing Lists

Fewer ODTAs are needed. In the example above, only one primary ODTA and one akernate ODTA are needed

ODTAs do not have to attach and detach travelers who move from one sub-organization bo another within the

same organization

Disadvantages:

® Al Organizational Routing List and LOA choices will be visble to all org travelers

® An OOTA's access cannot be bmited to a single sub-organization. Al ODTAs will have access to the entire
arganization

o Canned reports will show activity at the organizational level anly; the system will not be able to report activity on
one of the "sub-organizations™

Constderations /A "Main® (Root) Organization with Subordinate Organizations...

Advantages:

» The number of Routing Lists and LOA labels from which a traveler can choose is reduced

» ODTAs cannot see or modify other organization's structure or traveler information. (Note: By default
Organizational Defense Travel Administrators cannot see other travelers' travel orders, vouchers, etc., even
within their own organization. )

« Reporting wil breakout each organi

Disadvantages:

» If two or more organizations travel off of the same LOA, that LOA will have to be loaded into each organization.
Collectively, the org, tions will have to det how the total amount will be divided between sach
organization, If organizations frequently share LOAs, this will increase the administrative worldoad of ODTAs and
Resource Advisors

# Raquires more ODTAs to maintain, In the example above, a total of eight ODTAs are required, since each
organization needs a primary and an alternate

Figure 30: Site Setup Interview Screen
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12. Click the Yes radio button to create a new suborg for the org name displayed in red (Figure 31).

The organizational structure in DTS is established to assign individuals for control of
electrontc dogument routing, accounting; and reporting purposes. &n 'organization’
means any unit; agency, activity, or department-that has responsibility for document
routing, repatting, and budgets,

D0 YOU WANHT TO CREATE AHOTHER SUB-ORGANIZATION FOR AviaTion & MISSILE CoMMAND

ORGAHZATION?
o @ Yes

Figure 31: Add Subordinate Organization

13. Enter the DTS Organizational Description. Use the information from Attachment B to enter the
org data. Some of the fields have been prepopulated, based on cascaded data from the root org.
14. Enter the DTS Organizational code. Notice the root org code shown to the left of the field. Add

only the code for the suborg (Figure 32).

Creats Sub-Organization for Acquisition

Servicefzency e SR

EHTER THI ORGAHIZATION DESCRIFTION:

DTS Organization
v

3t ¢ Elmttaiion, 22%h Fightar Wing

Description

bLp, R1E
EHTER THE J-CHARACTER ORGAMIZATION EODES
TS Crzanization Cade » 50%20“‘:':’-_
LOTE hieravekicdl naming séquance, up to 2 chaiactan:

ERTER OREAKIZATION MEORMATION:

Ft. Huachuca 1

OTA I + |'8 - feudtai@yahon, com
o H
PCC ID]W;\ vi
Ticket PEC |D1 i "I

Camparry Hade » |F'R_’QFILE |

Office Address 1+ [24 East Railroad 3t, ]

Office &ddress 24 | ‘

Office City + |Wairren b
il %

3 Chiky on the jeon 1o relect sombis

Office State »

TS
Office ZIP/Postal Code s
ihail Coder | |
Time Fone |CST “l
Organization Email
Mdiogs ! |LDTA@AKC L 3

Number of Wark Hours/Day s

i

Prezent Duty Station Name »

Emergency Contact Mame »
Emergency Contact Phone , |200-900-0000
X Format: 999:999-2999 58999 | upta 20 cha racters
Number of Mites to Closest
Sfrport from Office ; l:l

Office: Phone Number , |929-000-0000

3 Format- 999-999-9999 9999, up 10 20 characters

|

Office Fax Number

2

Forman; 5% 34955999 ; up 1o 40 character
Unit 1D
{UIC/RUCPASSCODE) f2s
® On
Emiatl Notification » .
o
B

Figure 32: Create Sub-Organization Screen
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DTS Deployment Tools

15. Update other fields as necessary.
16. Repeat as necessary until all orgs have been added (Figure 33).

Ai‘lminislrntor Routing List Group LOA Submit
Interview Mode  Edit Hode

The organizational structure in OTS is established to assign individuals far contral of

electronic document routing, accounting, and reporting purposes. &n 'organization’ i :
: .g’. & and tep D) e = ddation & Missile Command
means any unit, agency, activity, or department that has responsibility for document

routing, reporting, and budgets.

Sub-Organization Hame

Do YOU WANT TO CREATE AHUTHER SUB-ORGANIEATION FOR AWMATION & MISSILE CoMMAND BARC O
OrRGaHIZATION?

& Mo C Yes hoquisition

CECOM

Ft, Huachuca

Information Swstem Engineering.

Figure 33: Create Another Org Screen

Note: The Site Setup Tool will cycle through each suborg created. The tool will ask user if a new suborg
should be added. This will continue until the Site Setup Tool has cycled through all suborgs.

Once the user has finished entering all desired suborgs for the established root org, a Congratulations
screen displays to confirm that the user has completed the org structural setup.

1.4.2 Create Other Officials

To be recognized in the Deployment Tools, a designated user in Site Setup Admin must enter data for
all users of DTS at his or her site. After creating the orgs, the LDTA then creates other officials neces-
sary to complete the site setup. To enter ODTAs, the LDTA must have org privileges. He or she must

have routing list privileges to enter ROs and AOs.

1.4.2.1 Identify ODTAs

The ODTA is the primary POC for suborgs. ODTAs are responsible for the implementation
and administration of DTS at their respective levels. This includes creating and maintaining
orgs, routing lists, groups and LOAs. The ODTA is charged with identifying ROs, finance and
budget officials, and resources that will assist in administering DTS. Use the following steps
to create an ODTA for an org:

1. Complete Attachment C: Create New DTA Worksheet
2. Logon your DTS User Welcome Screen.
3. Click the Administrative drop-down list arrow.
4. Select Site Setup Interview.
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5. Select Administrator from the navigation bar (Figure 34).

Orgamization Administrator Routing List Group LOA Subwmit

Interview Mode Edit Hode

Figure 34: Administrator Navigation

6. Read the overview.

Click Begin.

8. Select the Yes radio button to create a DTA for the selected org. Select No to proceed until
the desired org is reached. The left side of the screen asks if more DTAs are desired for
each org. The right part of the screen displays the names of the DTAs that have already
been created for each org (Figure 35).

9. Click Continue.

~

DT4 is responsible for overall functioning of travel for the Urganization.

Awiation & Missile Command

Do you waHT 10 AbD & DTA ror Aviamion B MISOILE COMMAND OR TS
SUR-ORGANIZATION(3)?

DTA Name Delegated Organization
N @ Yes
Reinders, Chriz B 600
Brown-at, Ero &00

Figure 35: Continue to Add DTA Screen

10. If the Yes radio button was selected, the Add screen opens (Figure 36). Complete the SSN
field for the selected DTA.
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11. Click Add.

Oraanization Mﬂnutiﬂg List Group LOA Submit
Interview Hode  Edil Mode

Create OTA for dwistion and Missile Command

fdation and Missile Command

EHTER THE DTA'S SOCIAL SECURITY HUMBER:

S5H » DTA Name Delegated Organization
2 Format: $999999599; up to 12 alphanumearic characters
Reinders, Chris B 600
Brown-&Y, Erdc 600

Wallace-GA, Ken T &00ex0

Monroe-aY, Chris 600620

Metzoar; Roger BO0620AC

Figure 36: Add DTA Screen

The screen refreshes. It now displays text fields in which to enter the new ODTA’s name, e-
mail address and the list of privileges from which to select (Figure 37).

12. Complete the Name and E-mail fields and assign privileges using the radio buttons. Typi-
cally, ODTAs are given privileges for orgs, routing lists, and groups, and the Finance
DTA is given permission for LOAs. Use the drop down list next to Delegated Organiza-
tion to place the DTA in the proper org — this allows org access to suborgs in the Deploy-
ment Tools Site Setup Interview only.
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13. Click Save

#dd & OTA far didatian & Missile Command

fviation & Missile Command

EMTER THE DTA'S PERSONAL IHFORMATION:

Last Hame » |Mezgar 1 DTA Hame Delegated Organization

FiFst Haides Reinders, Chris B 600
e Initiat» [ ]

Email » |R0g9r.Meizgar@600.mil

Brown-a%, Erc =11l

Wallace-GA, Ken T =NERA
SEM v BEETE2458 )

EMTER THE DTA's PRIVILEGES: Monroe-a%, Chris a00s20°

THESE PRIVILEGES APPLY TO THE DTA FOR SiTE SETUP IHTERVIEW OMLY AND
HAS HO AFFECT OM THER DTS USER PRIVILEGES. IF A PRIVILEGE 15 SET T0 N,
THE DTA WILL HOT HAVE ACTESS TO THAT HOBULE WHEH THEY LOG IHTD

SITE SETUP INTERVIEW:

® VES

Update Crzanization »
NG
Update G & e

Update Group »
R d L]
& yes

Update Route »
© no
& yES

Update L4 »
© nNo

DeLEsaTE THE DTA TO ORGAMIZATION:
[elagatad
_ ewaster [0 I
Organization =

00630
600620
6006201SE
SO0E208C0
H00BZ0ACARPAH

Figure 37: Add DTA Screen

Note: If the user is already in Production, the personal information will
pre-populate.

1.4.3 Create Routing List

Routing lists establish the steps, sequence, and workflow for the electronic processing of travel docu-
ments in DTS. Each routing list identifies the signature authority for the review and approval of all
authorizations, vouchers from authorizations (vouchers), and local vouchers. Each org must have at
least one routing list and may have multiple routing lists.

The Deployment Tool creates routing lists in a three-step process:

Step 1. It prompts the DTA to cycle through each org to create or name as many routing lists as neces-
sary for each org.
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Step 2. 1t cycles through each org to create or add as many ROs as are needed for each org.

Step 3. It cycles through each org to add as many routing list details that are needed for each routing
list in each of the orgs.

Refer to Figure 38 for the process flow for completing routing lists in Deployment Tools.

Step 1 Step 2 Step 3

Name Routing Add ROs for all Add RL Details
Lists for all Orgs Orgs for all Orgs

Figure 38: Routing Lists Process Flow

1.4.3.1 Name Routing Lists

The Deployment Tools first prompts the user to name or add each routing list for all orgs
created. Use the following steps to name a routing list:

1. Complete the Site Setup Admin Worksheet 2B from Appendix S of the DTA Users Man-
ual.

2. Log on to your DTS User Welcome screen.

3. Click the Administrative drop-down list arrow and select Site Setup Interview (Figure
2).

4. Select Routing List from the navigation bar (Figure 39).

5. Read the Routing List Information screen for information and guidance concerning rout-
ing lists (Figure 39 and Figure 40). If you would like to upload an electronic version of
Worksheet 2B rather than enter the data manually, click the Routing Lists link located in
the Spreadsheet Templates for Download of this screen. (See Steps 6 and 7 in this
sequence.)
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Organization Administrator Grnup LOA Submit Report

Interview Mode Edit Mode

Defense Travel System Routing Lists:

Establish the process and warkflaw For the electranic processing of all travel documents

Identify, by name and 550, the responsible officials with the autharity ko conduct each step of document review
and approwval as well as fund certification
are planned and organized at the same time as the site organizational structure

# Are seb up so that each level is associated with a status stamp

EXAMPLE:

Main Org - Main Org

Default RL
| 1
Org A -0OrgA OrgB -0rg B
Default RL Defaph RL

RL1 -+ Command _ Command
RL2 -1-Support Support !
RL3 -4- Training Training

Medical Medical

1. Org A has decided ko have a different routing lisk For three of its sections plus the Defaulk Crg & routing lisk,
2. ©Org B has decided that only one routing list is needed, besides its default routing list, with each section having an
apprower. Each AQ approves hisfher travelers' documents and can act as backup in others' absence.

Figure 39: Routing List Information Screen

Considerations:

Multiple routing lists are usually established when sections do not wish other sections to "see” their travel
documents
It is usually necessary ko form separate groups, one for each new routing list,

# The recommended approach is to create the minimum number of routing lists needed to support travel

Minimum Reguirements:

» Each organization must have at least one routing list for each of the three document bypes {authorization,
voucher, local voucher)
Officials may not be on more than one level per routing list

Alternate officials for a document type must be on the same level as the primary official
® The CTO SUBMIT/CTO BOOKED levels must be sequential and concurrent (For example; step 3 and step 4)

» The order of other levels needs to be sequential but does not need to be concurrent (for example, if levels 5, 10,
15 and 20 are used it leaves room For future additions, iF necessary)
» [o more than 25 levels in a routing list

Spreadsheet Templates for Download

» Routing List
* Routing List Details
Mote: If the M3 Excel document opens within the web browser, perform the Following steps. Open Windows Explorer, click

on Tools and Folder Options, Select the File Types tab, and dlick on the "¥L5" File Type. Click Advanced and uncheck
"Browse in Same Window,"

Figure 40: Routing List Information Screen Continued
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6. Click Begin.
The Upload Routing List(s) screen displays (Figure 41).

7. Click the Yes radio button and Continue to upload a populated worksheet template to the
Deployment Tool. If no upload worksheet exists, select No before clicking Continue and
proceed to Step 10.

Organization Adwministrator Routing List Group LOA Submit Report

& routing list in DTS establishes the steps for the electronic processing of documents in

anl 0rgan1zat1o|j. The routn.ﬂg list identifies the responsible olf'ﬁmak [byll?amg and 55M) DeCt ELROPE COMMAND
with organizational authority to conduct the process of reviews, certification of funds,

and approval that a travel document must pass in order for it to continue to be

processed,
Routing List Mame
Do you wanT T0 UPLOAD RouniHg LisT(s) For DECA EUROPE COMMAND ORGAMIZATION COmMmAND
AND ITS SUB-ORGANIZATION(S)?
Mo % Yes DIR.

CONTINUE

Figure 41: Upload Routing List(s) Screen

8. The Upload Routing List File Browse screen displays (Figure 42). Click Browse to find
and select the saved Routing List worksheet template.

Organization Administrator Grnup LOA Submit Report
Interview Mode Edit Mode

Upload Routing List(z) for DeCd EUROFE COMMARD Organization DeCd EUROPE COMAAND
File » |C:\Docurments and Settings\BBlack” Browse... Routing List Mame
DR

Figure 42: Upload Routing List Browse Screen
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9. Click UPLOAD. This populates the Deployment Tool with the necessary routing lists.
10. If needed, click the Yes radio button to create a routing list for the selected org, or No to
proceed to the next org until the desired org is displayed (Figure 43).

Tra\fel sys‘[em Orpanization Adwinistrator Routing List Group LOA Subimit
Government Travel
Interview Mode: Edit Mode

& routing list in DTS establishes the steps for thetelectronic processing of documents in
an organization, The mut‘l.ng lizt jidentifies the rezponsible officials (by name and 55h) CECOM
with organizational authority to conduct the process of reviews; certification of funds,
and approval that a travel document must passin erder for it to continue to be
proceszed,
Routing List Name

DO YOU WANT TO CREATE ANOTHER RouniNG List ror CECOM Oncarzamion? 620RL

_:-"Gﬂl'ﬂ'. IHUE

C No & Yes

Figure 43: Create Another Routing List Screen

11. Click Continue.
The Site Setup Tool will cycle through each org asking if a new routing list should be added.

This will continue until the tool has cycled through all suborgs.

12. If Yes was selected, complete the Routing List Name field on the Create Routing List
screen (Figure 44).

Create Routing List for Aviation & Whizsils Command
fyiation & Missile Command

ENTER THE ROUTING LIST MAME:

Routing List Name + [AMCRL ) Rauting List Name
CHECK THE CHEC)EHOX IF YOU 'WANT THE SUB-OREAMIZATIONS 0T THIS Na data in query results,
ORGANEZATION TO HAVE THIZ ROUTIHG LIST,

] ) [
For Sub-Crgamizations »
& NO

Figure 44: Create Routing List Screen

13. Click the Yes radio button to allow the routing list to be automatically copied, and the data
to be cascaded to the suborgs already created. Selecting No will create this routing list for
this org only.

14. Click Save.
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15. Click OK to cycle through to the next org desired to create a routing list, then select the
Yes radio button.

16. Click Continue.

Note: Once routing lists are named, the ROs and routing details are added. The Copy Routing
Lists screen opens, enabling the user to copy routing lists from the root org, such as the honor
guard, medical, and funeral detail routing lists that may be used in every suborg.

1.4.3.2 Add ROs

Once all routing lists have been created, click Continue to add ROs. ROs will be added by
name and SSN to DTS and delegated to an org. The Setup Tool will cycle through each org’s
routing lists to add ROs.

1. Click Routing List on the Site Setup Interview navigation bar (Figure 30).

2. Click Begin.

3. After you name (create) routing lists for your main org and any subordinate orgs, the
screens will ask if you want to add an RO(s) for each routing list. Click Continue until the
Deployment Tool cycles through all of the routing lists created for each org (Figure 45).
The screen asks to Add a Routing List Official for the desired org.

Routing List Officialsapprove travel authorzations and vauchers,

foiation & Missile Command

Do You WAHT To ABD AHOTHER Rouming LisT OFFICIAL For AviaTion B
MISSILE COMMAND 0D IT5 SUR-0RG ANIZATIONST

C Mo @ Yes

AD Name

Black, Barrie

Figure 45: Add Routing List Official Screen
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4. Ifthe Yes radio button was selected for the question “Do you want to add another Routing
List Official”, enter the SSN of the RO (Figure 46).

Enter the routing officials 55N, Production and Staging will be
searched for matches. If no.mateh is found, you will be able to create

| new Staging user:

2 Format: 999999399 | up to 12 siphanumieric characteis

Figure 46: Enter Routing List Official’'s SSN

5. If'this SSN was entered into DTS for the first time, then you will need to complete the
First Name, Last Name, E-mail address, and Organization ficlds (Figure 47).

vel sys‘[em Organization Adminmistrator mﬂruup LOA Submit
mment Travel

Current Da

#dd Routing Official for dviation and Mizsile Command andits Sub-

Breafitzations #iation and fissile Cammand

ExTER THE ROUTING OTIICIAL'S HAME.

AQ Hame
RouIiFr:g :)I:icial. |M1ke ‘1
TR Teme Blaok, Barrie
Routing Official | R 1
Last Mame White

ExTER THE ROUTIHG OTTICIAL'S EMAL,

Email: [MWhite@600.mil )

EXTER THE ROUTING DT FICIAL 'S SSN.
S5M B4TETEAIE
ROUTING OFFICIAL ASSIGHMEDN TO ROOT ORGANIZATION.

Routing Officials
Raat v w00
Crzanization

Figure 47: Add a Routing Official Screen - New SSN

Note: If the SSN is recognized as a valid profile in DTS Production, a
screen will display showing that it already exists.
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6. Click Save.
7. Click Continue. The screens will cycle through each of the suborgs. Add ROs for each
org as needed.

Once AOs have been added, the screens will cycle again through each of the org’s routing lists
asking if a Routing List Detail (e.g., a Reviewer) is needed.

1.4.3.3 Add Routing List Details

Routing list details create the order of stamps for each routing list for an authorization,
voucher, and local voucher.

After routing lists have been named and the ROs added into the Deployment Tool, the routing
list details can be added. AOs, Optional ROs, and Conditional ROs are entered in respective
order. Note the following three Deployment Tool steps for adding routing list details:

1. The Deployment Tool cycles through to each org prompting you to add the AOs for each
authorization routing list, voucher routing list, and local voucher routing list for that org.
Continue adding as many AOs as are necessary for the orgs’ routing lists. Click Continue
to advance to the next desired org to add AOs.

2. The Deployment Tool then cycles through to each org prompting you to add Optional ROs
for each authorization routing list, voucher routing list, and local voucher routing list for
that org. Continue adding as many Optional ROs as are necessary for the org. Click Con-
tinue to advance to the next org to add Optional ROs.

3. Lastly, the Deployment Tool cycles through each org prompting you to add any Condi-
tional ROs for each authorization routing list, voucher routing list, and local voucher rout-
ing list for that org. Continue adding as many Conditional ROs as are necessary for the
org. Click Continue to advance to the next org to add Conditional ROs.

Note: Optional ROs and Conditional ROs are not required. However, an AO is required for
each routing list.

Complete the following steps to add all details to all three routing list types:

Complete Site Setup Admin Worksheet 2B from Appendix S.

Log on to your DTS User Welcome screen.

Click the Administrative drop-down list arrow and select Site Setup Interview.

Select Routing List on the navigation bar.

Read the Routing List Information screen for information and guidance concerning rout-
ing lists (Figure 39 and Figure 40). If you would like to upload an electronic version of
Worksheet 2B rather than enter the data manually, click the Routing Lists link located in
the Spreadsheet Templates for Download of this screen. (See Steps 6 and 7 in this
sequence.)

ARl e

DTS Version 1.6.4.5, DTS Deployment Tools Users Manual, Version 1.0.2, Updated 8/26/05

This document is controlled and maintained on the www.defensetravel.osd.mil website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



DTS Deployment Tools

6. Click Begin.
The Upload Routing List screen displays (Figure 48).

7. Select the Yes radio button and click Continue to upload a populated Routing List Details
worksheet template to the Deployment Tool. If no upload worksheet exists for routing list
details exists, select No before clicking Continue and proceed to Step 9.

Organization Administrator Routing List Group LOA Submit Report
Interview Mode Edit Mode

Routing list detail includes the routing official, stamp, doc type, and level in a routing
li;. 'Il'okcomplete the mandatary routing list, vou have to add an approval routing DDOSELIHG
officials.

Do you wanT To UPLOAD Roumive Listis) DETaiLs ror DDO9EUHQ ORGANIZATION AND ITS Routing List Mame

SUB-ORGAMIZATION(S)?
C No @ Yes CEFALLT

[

Figure 48: Upload Routing List(s) Screen

8. The Upload Routing List(s) Detail screen displays (Figure 49). Click Browse to find and

select the saved routing list worksheet template.
9. Click UPLOAD. This populates the routing lists with the routing lists details.

Organization Administrator Group LOA Submit Report

Interview Hode Edit Mode

Defense Travel System

A New Era of Government Travel

Upload Routing Listiz) Detail for DCOSEUHC Organization.
Mote: Routing Officials must already exist before uploading Routing List Details, ou may add Routing Officials by clicking on the link below, Close the window whe

vou have added routing officials to return to this window,

Add Routing Officials

Please Mote: The Document Statuses, CTO SUBMIT andfor CTC BOOKED, will be automatically added by the system into the Routing List Detail of the specified
organization, with Stamp Level 3 and 4, respectively, You do not need to specify those in the spreadsheet,

File+ |C:%Documents and Settings\BBlack” Browse... |

Figure 49: Upload Routing List(s) Detail Screen
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10. Click the Yes radio button to create Routing List Details for the org displayed on the
screen. Selecting No proceeds to the next org. You may click No until the desired org is
reached (Figure 50).

Routing List detail includes the routing official, stamp, docitwpe, and
lewelin @ routing list, To.complete the mandatory routing hist, vou hawve
to add an approval routing official.

DD YOU WANT TO ADD APPROVAL ROUTING OFFICIAL{S) FOR ROUTING LIST
ACORL For AUTHOREZATIEON?

& po O e

Figure 50: Add An Approval Routing Official Screen

11. Click the magnifying glass icon to search for an AO to add to the authorization routing

list (Figure 51).

Create Routing List Détail for WCORL Current Orzanization)
(=]
Current Routing List Name:
ACERL

YOU MUST SELECT THE APPROVING ROUTING OFFICIAL HaME, LISE THE SEARCH

BUTTON TD FIND THE AFFROVAL ROUTING OTTICIAL.

. _— ) @
Routing Official Name .
Ll ton 18 sejert Balle Mlamie: Dioe Tvpe Stamp Lewel Process Name: Mode Lt

DOCUMENT TYPE:

) Mo data in query results.
Decument Type + Authorization

EMTER THE LEVEL:

Lewvel v 25

Figure 51: Search for Routing Official Screen
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12. Enter the routing official’s SSN. Click Search (Figure 52).

Enter th%’outing officials 55K, Production and Staging will be
zearched for matches, If no match is found, vou will be able to create

a new Staging user,

$5N »
A Format: 999999999, up to 12 alphanumeric characters

Figure 52: Routing Official Search Screen

13. Click the RO’s first name on the Routing Official Search Results screen (Figure 53).

4dd Routing Official for PRACTICING IN THE CEPLOYMENT TOOL and its
subErzanizations PRACTICING IN THE DEPLOYMENT TOOL

EHTER THE ROUTING OFFICIAL'S HAME.

AO Name
Routing Official First Name » [Jessica
5P, KELLY
Routing Official Last Name » [Bing
ENTER THE ROUTING OFFICLAL'S EMAIL, grooble, jakup

Email » |jessica.bing@afi.army.mil 1

ENTER THE ROUTING OFFICIAL'S SSN.
SSM v 123488123
RoUTING OFFICIAL ASSIGHED TO ROOT ORGANIZATION.

Routing Official's Root

v DAPRACTICEFAKE
Orzanization

Figure 53: Routing Official Search Results
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14. Click Save to add the selected person to the routing list as an AO (Figure 54).

Routing List Officials approwve travel authorzations and wouchers,

Do YOU WANT TO ADD AMOTHER Rouming List OFFiciaL For PRACTICING IN
THE DEPLOYMENT TOOL aMp 115 SUB-ORGAMIZATIONS?

& No O Yes

Current Organization

PRACTICIMNG IMN THE DEPLOYMENT TOOL

AQ Name

Bing, Jeszica

5P, KELLY

grooble, jakup

Page 44

Figure 54: Save Approving Routing Official Detail

15. Continue selecting AOs for voucher and local voucher until the AOs are complete for the
routing lists. After adding AOs for each routing list in the org, advance to the next org by
clicking Continue.

1.4.3.4 Add Optional ROs

After AOs have been added, the screens will cycle through each routing list asking if an
Optional RO (such as a Reviewer) is needed in each of the org’s routing lists. When the Add
Optional Routing Details screen displays the question: Do You Want to Add Optional Routing
Officials for Routing List (routing list name) for Authorization? (Figure 55), use the following
steps to add optional routing list details:
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1. Click Yes.

Routing List detall includes the routing official, stamp, doc typs, and
level in a routing list, You may add an optional approval routing. afficial,

D0 YOU WANT TO AID OPTIONAL ROUTING OFFICIAL{S) FOR ROUTING LIST
ACORL ror AUTHORIZATION?

© No ® Yes

Figure 55: Add Optional Routing Details Screen

2. Click the magnifying glass icon to search for the Optional RO.

3. Select the radio button to specify the environment (Staging or in Production) in which
you want to search for an RO (Figure 52). If you want to search Staging, you may search
by either name or SSN. The RO can be found in Production if he or she has self-registered
and has been accepted by the LDTA in the Self-Registration Admin Tool.

4. Click the RO’s first name from the search results (Figure 53).

5. From the Document Status drop-down list select the appropriate stamp for this Optional
RO (Figure 56).

Create Routing List Detail for ACCRL

YOU MUST SELECT THE APPROVING ROUTIHG OFFICIAL HAME. LISE THE SEARCH
BUTTON TO FIND THE APPROVAL ROUTING DFFICIAL.
Whits, Mike B

3 Chik inon o celact 3 velie

Routing Official Name »
DOCUHENT TYPE:
Document Type s Authorzation

SELECTTHE STAMP FOR THIS ROUTIMG DETAIL:

Document Status » | REVIEWED =
EMTER THE LEVEL: APPROVED
AUTHORIZED

Lewel s |CERTIFIED
[REVIEVWED
CTO BOGKED
1CTO SUBMIT
REWIEWED GROUP AUTH
TO REVIEWED FORM TWL
SHIP-HHG
TO REVIEWED GPAUTH

Figure 56: Create Routing List Detail Screen
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6. Click the Save button to add the Optional ROs to the routing list.

7. Continue selecting Optional ROs for voucher and local voucher until the Optional ROs are
complete for the routing list. After adding AOs for each routing list in the org, move to the
next org by clicking Continue.

1.4.3.5 Add Conditional ROs

After Optional ROs are added to each routing list, the screens will cycle through each routing
list asking if a Conditional RO (such as a Foreign Travel Reviewer) is needed in each routing
list for each org. When the Add Conditional Routing Details screen displays the question: Do
You Want to Add Conditional Routing Officials for Routing List (routing list name) for
Authorization? (Figure 57), use the following steps to add conditional routing list details:

1. Click Yes.

Routirg List detgilineludes the routing ‘afficialstamp, doc tupe; and
lewel in-a routing st fou may add 2 conditfonal routing official,

Do YOu WART TD ABD COMITIRNAL REUTING OFFICIAL{S) FOR ROUTIMG LIST
ACORL ror-AuTHOREZATIONT

& Ny & fes

Figure 57: Add Conditional Routing List Details Screen

2. Click the magnifying glass icon to search for the Conditional RO.

3. Select the radio button to specify the environment (Staging or in Production) in which
you want to search for an RO (Figure 58). If you want to search Staging, you may search
by either name or SSN. The RO can be found in Production if he or she has self-registered
and has been accepted by the LDTA in the Self-Registration Admin Tool.

Do wou wish to search Staging or Production for Routing List Officials?

€ Search by SSN mr Stagmg
& Search by Name in Staging.
€ Search by 35N m Production

Figure 58: Routing Official Search Environment Selection Screen
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4. Click the RO’s first name from the search results (Figure 56).

DTS Deployment Tools

A comprehensive view of all routing list details are shown on the Create Routing List Detail

screen (Figure 59).

5. Click the Document Status drop-down list arrow and select the appropriate stamp for this

Conditional RO.

&00

ACORL
YOU MUST SELECT THE APPROVING ROUTING OFFICIAL NAME. USE THE SEARCH
BUTTON 100 1M THE APPROVAL ROUTIHG OFTICLA..
i ik
Routing Official Mame » ‘:‘”"j‘tl“ thike 3
Chick fean to select a walus Mame

DOCUMENT TYFE:

Document Type s Youcher T SUBWTT
SELECT THE STAMP FOR THIS ROUTING BETAIL: =T BOOKED

Document Status » | REVIEWED hd

EHTER. THE LEVEL:

Black, Barrie

Levels [levels = Black; Barrie

SELECT THE PROCESS NAWE TOR THIS ROUTIHG DETAIL:

Process Name» |TRAVEL MODE ROUTE =

I~ ce
I~ o
T crc
" cp
¥ e
M cr
Travél Modes» I CRC
Fige
I~ ap
"
e
© 1R
T

Reinders, Chris

Reinders, Chris

Reinders, Chris

Create Routing List Detail for ACORL Current Organization:

Current Rauting List Name:

Doc Type

AUTH

AUTH

WCH

AUTH

AUTH

LYCH

Stamp
CT SUBMIT
T BOOKED
FEVIEWED
APPROVED
APPRIOVED
APPROVED

APPRIOVED

Level

3

4

5

Process Mame

EYP&SS PNR.

EYPASS PNR.

fhade List

Figure 59: Create Routing List Details Screen

6. Click the Process Name drop-down list and select the condition upon which the docu-

ment should route to this RO.

7. Click Save. You have added the Conditional RO to the routing list.

Continue selecting Conditional ROs for voucher and local voucher until the Conditional ROs
are complete for the routing list. After adding all Conditional ROs for each routing list in the
org, advance to the next org by clicking Continue (Figure 57).
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Once routing lists are named, ROs and routing details are added. The Copy Routing Lists
screen displays, which allows you to copy routing lists from the root org, such as honor guard,
medical, and funeral detail routing lists that may occur in every suborg (Figure 60).

Or

ganization Administrator Routing List Group LOA Submit Report
Interview Mode Edit MHode

Press 'Copy' to copy routing lists to sub-organizations of DeCd ELROPE

e DeCA EUROPE HQ

~ COWTINUE Routing List Name

DEFALLT

Figure 60: Copy Routing List Screen

1.4.4 Create Groups and Group Structure

The Groups feature in DTS enables local setup to comply with the Privacy Act by limiting access to
the personal information contained in travel documents. A group is a list of travelers that have certain
commonalities. Access to the group means that designated users have any time access to travel docu-
ments for each traveler on the group membership list.

Travelers can be added to individual groups or added to multiple groups simultaneously by using a
GGMR for each org. The lists are then updated automatically each time a person is assigned to,
received by, or detached from an org. The steps below will guide you through creating groups and
group structures for orgs. Make sure that you have completed Site Setup Admin Worksheet 3: Group
Structure from Appendix S of the DTA Users Manual prior to this stage of setup.

Note: Only one group can be added to an org during the Site Setup Interview.
Multiple groups in an org must be created in DTA Maintenance Tool, postmigration.

Note: GGMRs may only be created for groups named within the root org. The group
added may serve no level higher than the root org. If groups are needed for groups
higher than the root org (e.g., service or agency groups and major command groups),
they may be added using the DTA Maintenance Tool, postmigration from Staging to
Production. (Section 1.8.1).

Use the following steps to create groups and group structures for orgs:

1. Complete Site Setup Admin Worksheet 3: Group Structure from Appendix S.
2. Logon to your DTS User Welcome screen and access the Site Setup Interview.
3. Select Group from the navigation bar at the top of the screen (Figure 3).
4. Read the overview.
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5. Click Begin.
6. Click the Yes radio button to create a group or group structure for the selected org. Select No to
proceed to the next org until the desired org is reached (Figure 61).

Ll’lse Tra\‘el system Organization Administrator Routing List Group

Era of Government Travel

Interview Mode | Edit Mode

Broup ie used for document review purposes,

CURRENT OREANIZATION: AMCOM

Do you want to create a group structure for this Organization?
C No & Yes

Figure 61: Create a Group Structure Screen

7. Enter the Group Name if a name other than the default name is given (Figure 62).

Create Group Structure for Aviztion & Mizsile Command

LISE THE PREDEFIMED GROUP HAME OR RENAME THE GROUP:

Group Mame » | A00GP

ParenT DreamiZanod's Grour(s) ron GLogal GROUP M EWB ERSHIP :

Do YU WANT THE SUB-DRGANIZATIONS OF AVIATION & MissiLE CoMMaND TO
HAYE THIS GROUP FOR GLOBAL GROUP MEHBERSHIPT
@ YES
fvailable For Sub-Organizations »
N

Figure 62: Parent Org — Group Structure

8. Click the Yes radio button to cascade GGMR(s) to lower-level orgs. Click No if you do not want
to allow lower-level orgs to become members of this group. If the answer to the question is Yes, it
means that every time an ODTA from a lower-level org creates a group, that ODTA can elect for
the members of his or her org to become members of that higher org’s group. This will allow that
org to be seen by the group at the higher-level org.

9. Click Save.
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Note: A parent org is any org that has suborgs.

10. Check the check box(es) if you want that GGMR to apply to your org. Click the Yes radio button
to cascade the GGMR(s) to lower-level orgs. Click No if you do not want to allow lower-level orgs
to become members of this group (Figure 63).

Create Group Structure for 4M0C O

LISE THE PREVEFINED GROUP MAME OR REHAME THE GROUP:

Group Mame + | AMCOMGP

PARENT ORGAHIZATION'S GROUP{S) FOR GLOBAL GROUP MEMBERSHIP:

¥ Awation & Missile Command  600GP

 Chsch the checkbos if you want tobe s member of the parent organization's §roup
DO YOU WANT THE SUB-ORGANIZATIONS OF AMCOM TO HAVE THIS GROUP
FOR GLOBAL GROUP MEMBERTHIR?

: " & yEs
Ayailable For Sub-Organizations »
C No

Figure 63: Suborg — Group Structure

11. Click Save. The Site Setup Tool will cycle through each org asking if a new group or group struc-
ture should be created. This continues until the Deployment Tool has cycled through all suborgs.

1.4.5 Create LOAs

LOAs are established to identify funding for travel. The Deployment Tools provides three ways to
generate LOAs for DTS: 1) upload LOAs from an Excel spreadsheet, 2) enter LOAs manually, or 3)
copy LOAs to orgs. Follow the steps below to create LOAs for orgs. Please make sure you have com-
pleted Site Setup Admin Worksheet 7A: Setup Lines of Accounting from Appendix S of the DTA
Users Manual prior to beginning this stage of setup.

1.4.5.1 Upload LOAs from Excel spreadsheet

Note: When an LOA is uploaded, created, or copied to an org it also
cascades down to copy itself into all of the lower-level orgs.

1. Complete Site Setup Admin Worksheet 7A—Setup Lines of Accounting from Appendix S.
2. Log on to your DTS User Welcome screen.
3. Click the Administrative drop-down list arrow and select Site Setup Interview.
4. Select LOA from the navigation bar (Figure 3).
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5. Click the appropriate link just above the Begin button on the first LOA screen. This will
download a spreadsheet template that is formatted for the selected service or agency (Fig-
ure 64).

Spreadshest Templates for Dowmioad

efiz 2 3/20/2003

MC A, &/1/2001

BANY- L, B 2001
WAAS 1 BIT[S002

Moke! IF the M3 Excel docarment opens within the web browser, perform the Following steps, Open Windows Explorer, clickon
Toals and Folder Options, Select the Fils Types tab, and click on the "8L5" Flle Type, Click Advanced and uncheck "Browse in
Same Wirdaw,"

Figure 64: LOA Spreadsheet Templates Screen

6. Save the downloaded template by selecting File > Save As > Browse to save file in an
accessible folder.

7. Complete the Excel spreadsheet by entering up to 21 LOAs into the spreadsheet for upload
and save the file. Figure 65 shows a spreadsheet template for the U.S. Army.

Note: In the Deployment Tool, LOAs with lowercase letters will not be imported from the
worksheet and created LOAs will be forced to uppercase. This is to avoid any mismatched
information with GEX or DFAS.

C20 ;l =

A s e e e TE e TR T
1 |acclabel budgetYear fsnOrDist distSubfiel dept Py bsn Irrik py
9 |

ol

C20 |

L ¢ Tk [ L M [N | or [P | g [ R | [T |
1 py Jel: |asn rsc lodc \amspa |fea mdep |s0dp |eor apcp) |ece
2
(3|

20 4| =

o oW | x| w2 | aA | AB | ac | AD | AE | AF
1 |pmc |ide fan (i log [fen fin libop sCE |pposjon ren

Figure 65: Sample Army Spreadsheet Template Download
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8. Select the Yes radio button if the LOA data are to be uploaded. Click Continue (Figure
66).

Lines of fccounting i used for imbersament of travel cost,

Do you wanT 10 UrLoan LOAS For ACOUSIMON ORGAMIZATION?

C N & fes

Figure 66: LOA Upload Selection Screen

9. Browse and select the spreadsheet for upload.
10. Select the No radio button. The initial LOA screen opens.

1.4.5.2 Manually Enter Each LOA

1. Complete Site Admin Setup Worksheet 7A-Setup Lines of Accounting from Appendix S.
2. Click Begin (Figure 67). This will initiate the LOA Interview mode.

Spreadshest Templates for Dowmioad

AF L gilfznn]
ARMY

DEMS 1, 6/1/2001

efiz 2 3/20/2003
MC A, &/1/2001

LR LA

BANY- L, B 2001

WAAS 1 BIT[S002

Moke! IF the M3 Excel docarment opens within the web browser, perform the Following steps, Open Windows Explorer, clickon
Toals and Folder Options, Select the Fils Types tab, and click on the "8L5" Flle Type, Click Advanced and uncheck "Browse in
Same Wirdaw,"

Figure 67: Begin LOA Interview Mode

3. Select No to Upload LOAs and click Continue.
4. Select the Yes radio button to create LOAs (Figure 68).
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5. Click Continue.

Lines of Accounting is used for imbersement of travel cost,

Do YOU WANT TD CREATE AMOTHER LOA FOR AVIATION & MISSILE COMMAHD
OpsaMZzATION?

C Mo @ ves

Figure 68: Create LOA Selection Screen

6. Select the service- or agency-appropriate template from the drop-down list (Figure 69).
7. Click Continue.

Create LA for dviation & Missile Command

Selact Format ftap » ARMY 3, 6/6f2003 .VI

Figure 69: Create LOA Screen
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8. Enter all required fields necessary to complete the LOAs (Figure 70).

Account 6

Create LOA for dvation B Missile-Command Coc I:l

Account 7
Format Map e« ARMY 3, &/6/2003 BARC I:l

Empty Budget Shell Fiscal Year D TES I:l
* Budget Tircal year format i (YT {4 g
LABEL

LOA Fiscal Year + D Account 8
L L0 fiscal yezr format Y (2 digits)
]
LOA DaTa ELEHENTS Legys |:|
Account 1 FCM - |:|
FSN or DTST » B FLM I:l
DTST Subsfield » | 8o, I:'
Account 2 Account 9
LEFT » |:| o
]
Account 10
o ] o ]
e [ ] =

Figure 70: Army Template To Create LOA Manually

9. Click Save.

1.4.5.3 Copy an Existing LOA

1. Complete Site Admin Setup Worksheet 7A—Setup Lines of Accounting from Appendix S.
2. Click the Administrative drop-down list arrow and select Site Setup Interview
3. Select LOA on the navigation bar.
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4. Click Begin (Figure 71).

Spreadshest Templates for Dowmioad

AF L gilfznn]

LEMS 1, 61 /2001
ez 2, 2/20/2003
MC 1, 812001
BANY 1, 81 (7001
\WiAAE 1, BITje00Z

Moke! IF the M3 Excel docarment opens within the web browser, perform the Following steps, Open Windows Explorer, clickon
Toals and Folder Options, Select the Fils Types tab, and click on the "8L5" Flle Type, Click Advanced and uncheck "Browse in
Same Wirdaw,"

Figure 71: Begin To Copy an LOA

5. Select No to upload LOAs. Click Continue.
Select No to create LOAs. Click Continue.

a

7. Select Yes to Copy LOAs from the org shown in the screen. Select No to proceed to the

next org until the desired org is reached. Click Continue (Figure 72).

Lines of Accounting is used for imbersement of travel cost.

Do you wasT 70 cory LOAS mROH AVIATION B MISSILE COMMAND
ORGAMIZATION TO 1T SUB-ORGANIZATIONS?

© No ® Yes

Figure 72: Copy LOAs Screen

8. Select the LOAs that you want to copy (Figure 73).
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9. Select the orgs to which the LOAs should be copied.

Create LOA& from dvation & Mizsile Command by copying to sub-organizations

InEsmTyY THE LOAS THAT YOU WaNT T0 copy (LISE THE CONTROL KEY TO SELECT pULTIPLE LOAS)

ARMY 3, 6/6/2003 - 04 AdvanceParty
ARMY 3, 6/6/2003 - 04 Exercise
ARMY 3, 6/6/2003 - 04 General
ARMY 3, 6/6/2003 - 04 HNRGRD
ARMY 3, 6/6/2003 - 04 Travel

LOAs

INENTIFY THE SUB-ORGANIZATION TO WHICH THE AROVE SELECTEN'LOAS MUST BE COPIED (LISE THE CONTROL KEY
TO SELECT MULTIPLE LOAS)

..AMCOM (6006X0)
....Materials Command (6006 X0MAT)
CECOM (600620)
..Acquisition (600620ACQ)
...... Ft. Huachuca (600620ACQPAH)
....Info System Engineering (600620I5E)

Sub-Organizations »

Figure 73: Copy Selected LOAs to Selected Orgs
10. Click Copy.
The Copy LOA Report screen will display how many LOAs were copied, updated, and
rejected (Figure 74).

11. Click Continue.
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12. Select Yes to copy LOAs from the org shown on the screen. Select No to proceed to the
next org until the desired org is reached (Figure 72).

Lines of dccounting is uzed for imbersement of travel cost.

fniation & Atissile Command

Do YOU WANT TO COPY LOAS FROM AVIATION B MISSILE COMHAND
ORGANIZATION TO IT'S SUB-ORGAMEZATIONS?

[ Farmat Map Count Wieiw
ARMY 3, 5 Wi
&6 2003 LOfe

Number of new records copied =6
Number of records updated =13
Number of records rejected due to duplicates across format maps =

0
Figure 74: Copy LOA Report
Note: Additionally, when the S/A Rep approves an LOA for migration, a
budget shell for the LOA is created in the Budget Admin Tool. Budget
targets for each LOA have to be added manually in the Budget Admin
Tool.
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1.4.6 Review, Complete, and Submit Site Org Setup

Upon completion of the setup of each org, routing list, group, and LOA, the LDTA initiates a Deploy-
ment Tools review of the data. The LDTA must review each functional area and stamp it COMPLETE
to make the org eligible for submission to the S/A Rep for approval of migration to Production. The
Review Org Instructions screen explains this process (Figure 75).

Organization Admimistrator Roating List Group LOA M

Defense Travel System Submit

The final step, after all data has been entered, is to review and complete each sub-organization using this module in the:
Site Setup Interview Toal,

There are twa buttons at the bottom of each review screen: COMPLETE and CONTINUE. Review the infarmation on the
wach sereen. 1F it is accurate and complete, click the COMPLETE button, This button must be clicked For the data to be
accepted into DTS, Then dlick the CONTINUE button to proceed ko the next seckion,

once all (sub-Jorganization data has-been reviewed and stamped COMPLETE, & COMPLETE ORGANIZATION button
appeats, Click it td finalize the organization, TFyou are an OOTA and have reviswed and completed vour assigned
organization, you are done,

If wouare an LDTA, & SUBMIT button appears after reviewing and completing an organization. You can either submit this
organization and all its sub-organizations for approval by clicking the SUBMIT button or continue to review its parant
organization by clicking the parent organization hypetlink on the right.

Figure 75: Review Org Instructions Screen
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1.4.6.1 Review Org Setup

After the ODTA or LDTA has entered all org data, the LDTA should review the site or org
setup data. This review should occur prior to stamping each setup component COMPLETE.
The administrative setup data must be reviewed before they can be considered complete. This
review can be accomplished in several ways.

Review Method 1: Interview Mode. In Site Setup Interview, the Interview mode provides a
step-by-step review process. The LDTA retraces the steps used to create the data, making edits
as he or she works through the process (Section 1.4).

Review Method 2: Edit Mode. In Site Setup Interview, the Edit mode provides access to the
same data as the Interview mode provides, however, the LDTA may select the data and the
order in which to review them (Section 1.9).

Review Method 3: Status View Mode. 1f the LDTA has on-site support or access to a user with
permission level 7, he or she may use the Status View mode to review the data (Section 1.7.1).

The following steps explain the Interview mode of review, in which you will use the Submit
process to conduct the high-level review of the org setup.

Note: You will use the same screen to stamp each part (org, routing lists, groups, and LOAs)
COMPLETE prior to submission.

Log on to your DTS User Welcome screen.

Click the Administrative drop-down list and select Site Setup Interview.

Select Submit from the navigation bar (Figure 3).

Click Begin to start the Review process. The first screen is the Review Org Instructions

screen (Figure 75).

5. The Org Structure Review screens in the submission process have two sides (Figure 76):

a. The right side allows navigation through the org structure. It opens to the highest level
org designated for the DTA and is indicated by the link to the org name in the middle
block, Current Organization. The lower block contains links to each of the suborgs. The
DTA navigates the org structure by clicking the links to change the current
organization. The Parent Organization block above indicates the next higher org and is
an active link only if the DTA has org privileges in the Deployment Tools.

b. The left side is the working space and displays the data that can be reviewed. For the
Org structure screen, there is no link to the details of the orgs displayed. The interview
or edit modes are used to view the details.

il S
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You are oit th rewisw the orsanizatianis), Review them befors submitting, IF the information is not complets, chok the stepfs on the
navization bar to oomplete the adit,

Parent Organizstion Name Status
REVIEW SUB-ORGANIZATION(S) OF EMGINEFRING

fitission Suppo| oL
Organization structure &f this arganization hag ITOT been completed IS ton SapporL Gy EC:):\EG:;P;EAT\ON

Sub-Organization Name Organization Address 1 State Time Zome Work Hours

No data in stored procedure results,

Current Crganization Hame Status

Engineering ORGAMIZATION
CREATED

Sub-Organization Mame Status

Na data in stored procedure results.

Figure 76: Org Structure Review Screen

6. The following three buttons are used in the process and become available as needed:

a. CONTINUE. This button advances through the process, changing the screen to display
the item for review. The process begins with suborgs, advances to routing lists, then
groups, and ends with LOAs.

b. COMPLETE. This button displays as needed through the process for any data set
(suborgs, routing lists, groups, LOAs) not previously stamped complete.

i. Any DTA can stamp a data set COMPLETE for an org if they were given the
privilege when they were entered into Deployment Tools. (Section 1.4.2.1)

ii. A complete data set indicates that the details are ready for migration. Once all the data
sets are complete the org can be submitted to the S/A Rep for migration.

iii.Any data set stamped COMPLETE cannot be reset or reversed. Any changes made in
the Interview or Edit modes are added to the complete data set. This includes changes
to the org structure (adding a sub org), changing routing list details or adding a routing

list, and similar changes.
c. SUBMIT. This button will display on the Review Org Structure screen if the LDTA is
using the Submit process, and all the org’s data sets are stamped COMPLETE.

Note: To edit org data, click the link to the appropriate component on the
navigation bar and complete the change in the Interview or Edit mode.
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7. Click CONTINUE or COMPLETE to display the Review Routing Lists screen.

You are poing to revisw the organization(s). Rewlew them befors submitting: If the infarmation is not complets, clck the steps on the
navigation bar to complete the edit,

Parent Oreanization Name Status
Rewiew Rouning LisT(s) oF ENGINEERING
G Mission Support Grow ORGANIZATION
Routng list of this orgamzation has NOT been completed: Pleass select the default routng hst for this orgamzation iy Sk
Default Route List + B
this default foUté List to complate retrizw
Default Routing List Routing List Name Detail Infarmation
N ENGRL Details Current Oreanization Name Status
Enginzzring ORGANIZATION
CREATED

Infarmation of Raoute List EMGRL
Sub-Organization Name Status

No data in stored procedure results,

Name Doc Type Stamp Level  Process Mame | Mhade Uit
Ballows, Randy: AUTH APPROVED 20
Bllows; Randy LYCH APPROVED. 20
Bollows, fandy  YCH APPROVED 20

Figure 77: Review Routing Lists Screen

8. The Review Routing Lists screen (Figure 77) is the only screen in the Submit process that
displays links on the left side of the screen. Clicking the Details link next to a routing list
name will refresh the screen with the appropriate content.

9. Click either CONTINUE or COMPLETE to display the Review Groups screen.

Note: The SUBMIT button only displays on the Review Org Structure
screen.
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10. The Review Groups screen is as shown in Figure 78. This screen to does not allow a view
of GGMRs.

You are aning to review the orzanizationis). Revisw tham befors submitting, IF the informatinn‘is not complete, click the staps on the
navigation bar'te complete‘the edit,
Parent Oresnization Hame Statie
Review GROUP(S) 07 ENGINEERING
Mission Support Grou ORGANIZATION
Group of this organization has NOT been completed. NSRS SO0
CREATED
Greup Name
GRPO1
Cufrsnt Organization Nams Seatus
Enginasirz ORGANIZATION
CREATED

Figure 78: Review Groups Screen

11. Click either CONTINUE or COMPLETE to display the Review LOAs screen (Figure
79).

You ars soing to review ths organization(s). Review it befors submitting. If the infarmation 45 nat complats, chick the steps on the
navigation bar to complets the edit,

Parent Orgsnization Name Status
Rewview LOA(S) 0F ENGIMEERING
Mission Su rt Grou ORGARNIZATION
LOA of this orgamzation has been revewed and completed o AR R i
CREATED
LOA Label
D4 AdvanceParty
B Ermrcind Current Organization Name Status
e Einers| Engineering ORGANIZATION
CREATED
04 HNRGRD
D4 Trawel

Sub-Oreanization Name Status

No data in stored procedure results.

Figure 79: Review LOAs Screen

12. The LOA labels are displayed for the current org. Click CONTINUE or COMPLETE to
return to the Review Org screen.

13. If all the data sets and all suborg data are also stamped COMPLETE, the SUBMIT button
will display. If an org has been reviewed and completed, but its suborgs have not, then that
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org will not be available to be submitted (Figure 80). In this case, click the suborgs shown
on the right side, and continue the process.

Tou have reviewed organization Ft. Reinders Mhain Org

v 8 Organtzati
You ARE HOT ready to complete the orgamzation, because you shrmi e it

hiave not remewed the subor ) of this or No data in query results,
Select the suborganization on the right to review,

Current Organization Mame “Status

Ft. Reinders Mhain Crg LEAD OT# CREATED
Sub-Organization Name Status

101zt Airbarne Operation ORGANIZATION CREATED

Mission Support Grou ORGANIZATION CREATED

Figure 80: Org Structure Review Not Complete Screen

Once an org’s component data set has been clicked COMPLETE, only the CONTINUE button
will display afterward. The SUBMIT button only displays when all the org data and suborg
data are complete.

1.4.6.2 Complete Org Setup
Follow the steps below to review and stamp the org data COMPLETE.

Log on to your DTS User Welcome screen and access the Site Setup Interview.

Click the Administrative drop-down list and select Site Setup Interview

Select Submit from the navigation bar (Figure 3).

Verify that all the org components have been reviewed (Section 1.4.6.1), are accurate, and
have been clicked COMPLETE.

el S

The COMPLETE ORGANIZATION button displays (Figure 81).
5. Click COMPLETE ORGANIZATION.
If you are an ODTA and have reviewed and completed your assigned org, the process is com-

plete. If you are an LDTA reviewing and completing the org data a SUBMIT button will
display (Figure 82). Use this button to submit the org data to the S/A Rep.
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You have reviewed organization Ft. Huachuca

e Parent Oranization N Stat
You ARE ready to complete the organization. ArEER e R RN A
Cllck_the _complete button to finish reviewing this . T —
organization.
COMPEETE DRGANZATION
Current Organization Name Status
Ft. Huachuea ORGANIZATION CREATED

Figure 81: Complete Organization Screen

You have completed reviewdng organization Ft. Huschuea

oy s : Parent Qrzanizatian N Stat
If you want to submit this organization and all its Brent Hrasnization Hame P
sub-m-g:amzan_ons, click SEBMII_but_ton. Aequisition GRGANIZATION CREATED
Otherwise, click the parent organization to
continue review.
Gurrent Organization Mame Status
Ft. Huachuca COMPLETED

Figure 82: LDTA Submit Screen
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1.5 Self-Register All Officials Prior to Migration to Production

The LDTA should self-register after reviewing, completing and submitting the org to the S/A Rep for
approval of migration to Production. The self-registration and acceptance of the LDTA, all ODTAs, ROs,
and AOs should be complete before the S/A Rep approves the setup migration. This allows the S/A Rep to
accept the LDTA in the proper org with org and group accesses, routing list(s) and default LOAs assigned.
The LDTA can do the same for ODTAs, ROs, and AOs who then self-register prior to migration approval.

If the LDTA, ODTAs, ROs, and AOs do not self-register prior to migration, they are created in DTS Pro-
duction with user profiles. Each must be changed manually to travelers and org data completed. The
traveler then must complete his or her personal profile when creating his or her first travel document.
Delaying self-registration until after migration results in Deployment Tools users losing the efficiencies of
self-registration (Figure 83).

Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If yvou would like your account activated, complete the
form below, The form reguires that you enter your social
security number twice, Please enter your SS5N
exactly as it appears in your profile, including any
trailing characters {i.e. 123456789 or
987654321R)

Enter Social Security I
Number:
Reenter Social Security i
Number:

Subrnit Cancel l

If the values entered match an account in DTS |, you will
autornatically be logged in.

Selecting the "Cancel" button will terminate the activation
process.

Figure 83: User Activation Screen
The following list shows the order of self-registration for all officials:

Once the site and org setup is complete, the LDTA self-registers.
LDTA notifies the S/A Rep.

S/A Rep is established as LDTA for root org.

S/A Rep accepts LDTA self-registraton.

S/A Rep removed as the LDTA for root org.

ODTAs and ROs self-register.

LDTA accepts ODTAs’ and ROs’ self-registration.

ARl o e

Note: A user who is already registered in DTS enter his or her SSN in the User Activation
screen (Figure 69) and clicks Submit. The User Welcome screen opens. The user clicks the
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Self-Registration drop-down list (Figure 84).

K Defense Travel System

A New Era of Government Travel »
ogoff

Self Registration

Figure 84: Self-Registration Link

This opens the Self-Registration capability (Figure 85). The user completes the Recommended Informa-
tion and Preference Information and then clicks the Self-Registration Submit link.

Recommended Information  Preference Information  Self-Registration Submit

Figure 85: Self-Registration Navigation bar

Note: Users who are already registered in DTS enter their SSNs in the User Activation screen
and click Submit. This opens the User Welcome screen, where the site setup tasks may be
continued. These tasks are accessed from the navigation bar.

Users will be notified when the registration has been accepted. They then log on to DTS and continue the
Site Setup Admin process (Figure 86).

K Defense Travel System

A New Era of Government Travel 7
ogoff

Official Travel W Official Travel - Others ¥| Traveler Setup ¥ Reports ‘qRDA v
Site Setup Admin

Site Setup Interview
Self Registration Admin
DTA Maintenance Tool
Budget

Route & Review

Calculate Distance

Figure 86: Administrative Drop-Down List
Note: When accepting a traveler in the Self-Registration Admin Tool, the routing list selection

is optional. If the DTA does not designate a routing list, the default routing list will be assigned
automatically to the personal profile when the traveler is accepted.
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1.5.1 LDTA Self-Registration

To Self-Register, the LDTA will access the Deployment Tools using the drop-down list shown in
Figure 87.

(98]

, Defense Travel System

A New Era of Government Travel

Site Setup Interview My Signed Doguments

- m—r—=m——ic Reinders
Self Registration Admin Document Name Current Status Departure Date Type

Figure 87: LDTA Self-Registration Drop-Down List

Refer to the DTS Deployment Tools Users Manual, Attachment D: Roadmap for Self-Registration

Data and Attachment E: Worksheet for Self-Registration. Prepare your data.

Click the Administrative drop-down list and select Self-Registration. This opens the User Acti-

vation screen (Figure 88).
Complete the two SSN fields.
Click Self-Registration.

i Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If yvou would like your account activated, complete the
form below, The form requires that you enter your social
security number twice, Please enter your SN
exactly as it appears in your profile, including any
trailing characters {i.e. 123456789 or
987654321R)

Enter Social Security I
Mumber:
Reenter Social Security I
Mumber:

Submit I Cancel I

If the values entered match an account in DTS, yau will
autoratically be logaed in.

Selecting the "Cancel” button will terminate the activation
process.

Figure 88: User Activation Screen

Note: This screen displays if a user is already in DTS Production. He or she should
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re-enter his or her SSN and click Submit to log on for the first time.

Recommended Information

|, Defense Travel System

k= A Now Era of Government Travel

Prefelence Infor mation Self-Registration Submit

Figure 89: Self-Registration Navigation Bar

5. The Self-Registration navigation bar displays (Figure 89). Complete the Recommended and Pref-
erence Information. Mandatory fields are indicated by a triangle in the upper right corner. See
Attachments D and E for the list of data elements. See Attachment F for screen shots of the data
entry screens.

6. Submit the self-registration request and notify the S/A Rep.

Note: The LDTA can exit from the submission screen without losing data and return
at a later time to complete. Also, the LDTA can return to self-registration at anytime
to change the submission and resubmit.

1.5.2 S/A Rep Accepts LDTA Self-Registration

An LDTA may not use DTS until the S/A Rep has accepted him or her. The following steps guide an
S/A Rep through accepting an LDTA into DTS:

1. Obtain a completed Attachment C: New DTA Worksheet, Part 2 for the LDTA.
2. Click the Administrative drop-down list arrow and select the Self-Registration Admin Tool

(Figure 90).
K Defense Travel System
A New Era of Government Travel p—=
o0go
Official Travel W Official Travel - Others ¥| Traveler Setup ¥ Reports W ROA v

Site Setup Admin
Site Setup Interview
Self Registration Admin

DTA Maintenance Tool
Budget
Route & Review

Calculate Distance

Figure 90: Administrative Drop-Down List

3. Click Begin on the List Profile Screen. The List of User(s) screen opens (Figure 91).
4. View the names of users who have submitted their self-registrations.
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5. Click the numerical designator in the Review column of the user whom you want to review for
acceptance.

| List Profile

Below iz a list of submitted self registration useris)

Rewiew Traveler Name Cirganization Name Status

Ted MICHAEL PATRO DATEIG EUBMITTED

Figure 91: List of Users Screen
6. Review the populated data fields.
7. Assign permissions, org access, and group access. Selecting a routing list is optional. If no routing
list is selected, it will default to the org default routing list at acceptance. Use of a default LOA is

optional (Figure 92).

Note: Permission level 7 should not be given to the LDTA.
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Lixt Prafiis

GEHERAL INFORMATION
Traveler First Mams »

Trauwsler Last- Names

SER
Genders

E-mail dddrasz+

ARG ABDIRESS
faiting Strast 1
Matting Strest 2
Gitye
State [ Caurtnie
Zip f Postsl Code »
RESIBEML £ AnnrESs

Residence: Straat 1
Residends Stragt 20
RetidenneCity »

Residenoe Stabe [ Countres
Residenca Zip | Postat Coder
fiiles from Hometa Sroait .
Resddencs Phafe «

Residence Faxs

TaANFL PREFERENCES

Travetsy Name Middls fnitial« S

A HAEL
RATRE
[Firdlnetk]
fale

mizhzst petra@in o armyy mil

KEd6- 0 Hratt Trive

FE. nms
i

40121

GEae-A Brett Drive

Ft Ky
It
4012
25

HEAY

uaeis

Time Zone +

Offiee Address 1+

Office Address 2

Ciffice City s

Office State s

Offfse Zip / Postal Code's
Otfice Phone s

Offfee Fac

Office Mall Stap
Emergency Contact Mame

Eniergency tofitact PRane Munibiars

OnsaMZATION ALTEsS

Organization hecesss
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Figure 92: Accept LDTA Self-Registration Screen

8. Click Accept or Reject, depending on the completeness and accuracy of the data. The user will

receive an e-mail notification of the action taken.

Note: If you reject the submission, you should enter an explanation into the last block.
These comments will be included in the e-mail sent to the user.
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1.5.3 ODTA and RO Self-Registration

The LDTA should require all the officials entered into the Deployment Tools to self-register before
migration. This allows them to benefit from the efficiency of self-registration and avoid being placed
into Production with user/traveler profiles. The LDTA would then have to manually construct traveler
profiles using the current process. Use the following steps to self-register:

1. Refer to the DTS Deployment Tools Users Manual, Attachment D: Roadmap for Self-Registration
Data and Attachment E: Worksheet for Self-Registration. Prepare your data..

2. Logon your DTS User Welcome screen.

3. Click the Administrative drop-down list arrow and select the Self-Registration Admin Tool.
The ODTA has the drop-down list shown in Figure 93. The ROs and AOs have the drop-down list
shown in Figure 94.

Defense Travel System

A New Era of Government Travel

| 5ite Sotup Interview My Signed Doguments

= = =i ¢ Reinders
Self Registration Admin Document Name Current Status Departure Date Type

Figure 93: ODTA Administrative Drop-Down List

Defense Travel System

i ofGovranen v
ogoff

5elf Registration

Figure 94: AO and RO Administrative Drop-Down List
This opens the User Activation screen (Figure 95).

4. Complete the two SSN fields.
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5. Click Self-Registration.

5 Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If you would like your account activated, complete the
farm below. The form requires that you enter your saocial
secuUrity number twice. Please enter your 55M
exactly as it appears in your profile, including any
trailing characters (i.e. 123456789 or
987654321R)

Enter Social Security I
Number:
Reenter Social Security I
Number:

Submit I Cance| I

If the values entered match an account in DTS, you will
automatically be logged in.

Selecting the "Cancel” button will terminate the activation
process.

Figure 95: User Activation Screen

Note: This screen will display if a user is already registered in DTS Production. The
user should re-enter his or her SSN and click Submit to log on for the first time.

The Self-Registration navigation bar displays (Figure 96).

6. Complete the Recommended and Preference information. Mandatory fields are indicated by a
triangle in the upper right corner. Refer to Attachments D and E for the list of data elements and

Attachment F for screen shots of the data entry screens.

Recommended Information  Preference Information  Self-Registration Submit

Figure 96: Self-Registration Navigation Bar

7. After completion, submit the self-registration request and notify the LDTA that your self-registra-
tion is complete.

Note: The user can exit from the submission screen without losing data and return at
a later time to complete. Also, the user can return to self-registration at anytime to
change the submission and resubmit.
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1.5.4 LDTA Accepts Self-Registrations

The LDTA must accept ODTAs, ROs, and AOs before using DTS. Use following steps to accept a
self-registered user into the system.

1. Obtain a complete Attachment C: New DTA Worksheet, Part 2 for the self-registrant.
2. Click the Administrative drop-down list arrow and select the Self-Registration Admin Tool

(Figure 97).
K Defense Travel System
Ao f o
ogo
Official Travel W Official Travel - Others ¥| Traveler Setup ¥ Reports W ROA v

Site Setup Admin

Site Setup Interview
Self Registration Admin
DTA Maintenance Tool
Budget

Route & Review

Calculate Distance

Figure 97: Administrative Drop-Down List

3. Click Begin on the List Profile Screen. The List of User(s) screen opens (Figure 98).
4. View the names of users who have submitted their self-registrations.

1 List Profile

Belowis a list of submitted self registration userls)

Resiew Traveler Mame Organization Mame Status

THd AMICHAEL PATRO DayE3G SUBMITTED

Figure 98: List of Users Screen

5. Click the numerical designator in the Review column of the user whom you want to review for

acceptance.
6. Review the populated data fields.
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Assign permissions, org access, and group access. Selecting a routing list is optional. If no routing
list is selected, it will default to the org default routing list at acceptance. Use of a default LOA is
optional.

Select Accept or Reject depending on the completeness and accuracy of the data. The user
receives an e-mail of the action taken.

Note: If you reject the submission, you should enter an explanation into the last block.
These comments will be included in the e-mail sent to the user.

1.6 Submission

If you are an LDTA, a SUBMIT button displays after the org is complete. You can submit this org and all
its suborgs for S/A Rep approval (Figure 99).

You hawe complsted reewing arzanization Ft. Husshues

— — : Parent Organization Name Status
If you want to submit this organization and all its A
sub-(ng:amzah_ons, click S[;Bhﬂl_but_ton. Aequisition ORGANIZATION CREATED
Otherwise, click the parent organization to
continue review.
Gurrent Organzation Name Status
Bt. Husthuca COMPLETED

Figure 99: LDTA’s Submit Screen

1.6.1 LDTA Submits Org Site Setup to S/A Rep

The ODTA or LDTA must review all org areas and stamp them COMPLETE in order to make the org
eligible for migration (Section 1.4). The LDTA and other officials entered into Deployment Tools self-
register and are accepted into Production (Section 1.5). The LDTA may now submit the org setup to
the S/A Rep for approval of migration into Production. Follow the steps below to submit the org data
to the S/A Rep:

1. Logonto DTS.

2. Access the Site Setup Interview.

3. Select Submit (Figure 3).

4. Review the information on each screen.

5. Click COMPLETE if all information is accurate and complete.

After all org data have been reviewed and stamped COMPLETE, a COMPLETE ORGANIZATION
button displays.

6. Click COMPLETE ORGANIZATION.
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If you are an ODTA and have reviewed and completed your assigned org, the process is complete

(Figure 100).

You have reviewed organization Ft. Huachuca

Fe Parent Grganization N Stat
You ARE ready to complete the organization. e i
Cllck_the _complete button to finish reviewing thig —_— T —
organization.
Current Organization Name Status
Ft. Huachuea ORGANIZATION CREATED

Figure 100: Complete Organization Screen

If you are an LDTA, a SUBMIT button displays after you have reviewed and completed an org. You

can submit this org and all its suborgs for S/A Rep approval (Figure 101).

You hawe complsted reewing arzanization Ft. Husshues

— — : Parent Oreanization N Stat
If you want to submit this organization and all its aremt Dresmzation fame s
sub-(ng:amzah_ons, click SURMIT but_ton. Aequisition ORGANIZATION CREATED
Otherwise, click the parent organization to
continue review.
Gurrent Organzation Name Status
Ft. Huathuca COMPLETED

Figure 101: LDTA Submit Screen

Note: After submitting your org setup data all data changes are accomplished in the
DTA Maintenance Tool.
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1.7 S/A Rep Review and Approve Org Setup

1.7.1 Review Org Setup

1.7.1.1 S/A Review of Setup

After the LDTA and ODTAs have entered and reviewed their org setup (Section 1.4.6) and all
components have been stamped COMPLETE, he or she clicks the SUBMIT button. This sends
the data to the S/A Rep, who does a final review. The representative uses the status view to
check the submission for policy and requirements. The S/A Rep can click on each link to see
the underlying information — each org’s data, routing list details, group structure, and LOAs.

1. S/A Rep logs on to DTS and accesses the Site Setup Admin Tool.
2. Click the site name hyperlink from the Site List of the org being reviewed.
3. Click the Review and Approve link (Figure 102).

Below iz & listing of Root Qrzamizations for AMC

-Create Mew Eoot Organization

belete Edit Root Qrzanizations Descrption Current. Status hetlon Taken by fetion to be Taken
Delsts Edit 600 dviation & Missile Command LEAD OT4 CREATED Chris Reinders Review and Approve

Figure 102: S/A Rep Review and Approve Link

1.7.2 Approve Organization Setup

Once the LDTA has reviewed and completed their information they will click the Complete Organiza-
tion button to submit their data to the S/A Rep for Review and Approval. The following steps outline
the S/A Reps’ Review and Approval process.

1.

S/A Rep logs on to the Site Setup Admin.

2. Select the Site List link on the top navigation bar.
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3. Select the Name of the site (Figure 103).

Below is a listing of sites |
Delete Edit Site Name State/Country ]
Delate Edit &, SCHLIME AFB Wi, US
Delate Edit A&k AFB D, LS s
Delate Edit ABBEY AFB W, LS =
Delste | Edit  4FOsI D, s N
Delste | Edit | AfC i, US
Delate Edit ARLINGTION i, LS
Delate Edit ATEC T#, US
Delste Edit Azency Ona A, LS
Delste Edit Albany MCE GA, LS

Figure 103: Site List

4. Select the Review link or the Review and Approve link (Figure 104).

Below is & listing of Root Orgamizations for AM0C

-Create New Root Organization

Delete Edit Root @rzanizations Description Cuorrent Status hotion Taken by fiction to be Taken

]
il
[
5
I
[l

dit 600 Aviation & Missile Command LEAD DT& CREATED Chris Reinders Resiew and Approve

Figure 104: Review and Approve

DTS Version 1.6.4.5, DTS Deployment Tools Users Manual, Version 1.0.2, Updated 8/26/05 Page 77

This document is controlled and maintained on the www.defensetravel.osd.mil website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



DTS Deployment Tools

5. Review the Orgs, DTAs, Routing Lists, Groups, and LOA by clicking the various links (Figure
105).

Travel System ﬂ
Guvarnment Travel - =
Orzanization hierarchy of
ropt 600 at AMC, Please = .
CuRrtenT Oreanizanon: 600 R it :
click ink balow to viewsub Urganization Lods ol
org; OTH; 2roup; routing .
list and LO& under each ORGANIZATION(S] - CLITK THE LINK BELOW TO VIEW ORGEANIZATION TETAIL Diescriphion Hudation B g
arg,
Sernceligency ARMY
State/Country il LS
&0 600 and sub orgamization(s) (if has.any)
Orgamzation Status LEAD DT# CRE
sh0e20
i : Eouting Lizt Completion Tes
Orzanization Status
SO0E20AC0 :
) Group Completion Yes
600 LEAD DT& CREATED
GO0E20ACTIRAH
: ; LOA Completion Yes
600620 CORGANIZATION CREATED
S0062015E " n— . ; .
) ] Cirgatnzation Completion  Yes
BO0E20AC L CORGANIZATIGN CREATED
sO0EX0
GO0E20ACCPAH SUBMITTED
SO0EHIMN AT
SO062015E ORGANIZATION CREATED
GO0XD SUBMITTED
GO0 AT SUBMITTED
DTA(S) - CLICK THE LINK BELOW TO VIEW DTA peEvan
OTh in currant arganization
Figure 105: Review Orgs, DTAs, Routing Lists, Groups, and LOA
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6. The Reject button at the bottom of the screen will return the submitted data back to the LDTA
with the option to type comments in the text box. If the data appear to be complete and accurate,
click the Approve button (Figure 106).

AMCRL

PAHRL

LOA(S) - CRICK THE LINK BELOW TD WEW LOA pETAL

LO4 i ourrent arganization

fooount Farmat ftap

04 AdvanceParty armyil2:

04 Exercize armytl2:

04 Genzral armyil2:

04 HMRGRD armyil2:

04 Travel armyil2:
Comments ¢

ATTENTION: CURRERT ORGANIZATION 600 WITH ALL IT5 SUB ORGARIZATION(S) WILL
BE APPROVED WHEH YOU CLICK THE 'APPROYE' BUTTON BELOW, OR REIECTED WHEN
YOU CLICK THE 'REFECT' BUTTON. PLEASE MAIKE SURE THIS 15 THE ORGANIZATION
YOU WANT T SELECT.

Figure 106: Approve, Reject, Cancel
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7. [If there are problems with the data, the areas that are hindering the approval process will be listed
as links (Figure 107).

Organization hisrarchy of Rauting List Namie: ACQRL
root 600 st AT, Please Please review the following: Sub Orz Can Copy This RLY Yes
click ink balow to view sub = APPROVE pracess could not continue, because one or more of sub orgarization Org Default Routing List; No
arg, DTA; group; routing (5) el
list and LOA under sach
iy 00 with status = LEAD DTA CREATED'
Name Dot Tupe Stamp Lewvel Process Mame Mode List
00620 With status = 'ORGANIZATION CREATED'
BO0EZ0ACE with status = 'ORGANIZATION CREATED' Lo AUTH cTd 3 BYPASS PNR
el SUBMIT SLIBMIT
ED0EZOTSE with stabus = 'ORGANIZATION CREATED'
e00620 O AUTH cTo 4 EYRASS PMR
CURRENT ORGANIZATION: 600 BOOKED BOOKED
E00E20ACE
ORGANIZATION(S) - CLITK THE LINK BELOW 7O VIEW ORGANIZATION NETAIL Wihite, ihike AUTH REVIEWED 5
EO00E2NACORAH F
Black, AUTH APPROVED 25
E0062015E Barrie
s 600 and sub organization(s) (if has any) Reindsrs, AUTH APPROVED 25
Chris
E00EXDM AT
AR Statue Reinders, LWCH APPROVED 28
) Chris
500 LEAD DTA CREATED
— Reinders, MCH APPROVED 25
Chris
500620 ORGANIZATION CREATED
s006204CE ORGANIZATION CREATED
500620 SUBMTTED
s0062015E ORGANIZATION CREATED
00630 SUBMTTED
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8. Select the org name link on the left to show the org data in the org summary on the right to see why
it is not approving (Figure 108).

Ofesnization hisrarohy of

root 600 at AMC, Please Please review the following:
T : - Orgamzation Code £0062015E
click tink below to wiew sub w AFFROWE process could not cartinus, becatse ons o moe of sub organization &
arg, DT#, roup, routing (s) below:
list and LO& under sach Diescription Infa System Engineering
ars. EONEZ0ISE with statis = 'ORGANIZATION CREATED',
Service/Agency ARAY
CURRERT OfGAMIZATION: 6006 201SE
State/Country M, Us
s ORGAHIZATION(S) - CLICK THE LINK BELOW TO VIEW ORGANIZATION DETALL -
Orgamration Stahis ORGAMIZATION CREATED

al06a20
Eouting List Completion  No

BO06204C 0

600620SE and sub organization{s) (if has-any) Group Completion Mo
HO0620ACIPAH
LA Completicn Mo
0062015 e ;
= Qreanization ks Orgaruzation Complstion Mo
8060 60062015 CRGANIZATION CREATED

GO0RIMAT

BTALS) - CLICK THE LIMK BELDW TO viEw DTA neran

Figure 108: Org Name Link

With the approved migration to Production, the LDTA and ODTAs use the regular DTA Maintenance
for all subsequent changes. For more information on using the DTS D74 Manual, visit the Web site at
http://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp.

Note: After approval there can be a delay in the database until the migrated data
appear in Production. This delay can be as long as several hours depending on the
workload on the data center servers.

1.7.3 Service or Agency Rejection of Org Setup

If the submission is not acceptable to the S/A Rep, he or she can reject the org data. The LDTA will be
notified via e-mail. The S/A Rep should reject the parent and all suborgs. He or she must not accept
some suborgs and not all. For a later submission, he or she will not be able to reject the parent if one or
more suborgs have been approved for migration into production. The S/A Rep should work closely
with the LDTA to resolve the problems.
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1.8 Postmigration Activities

Once the data have migrated to Production, DTAs can complete higher-level GGMRs in the DTA Mainte-
nance Tool. New DTS users can now self-register, and the DTAs can accept the new users into Production.
Additionally, any changes to the org setup can be made in the DTA Maintenance Tool (Figure 109).

<< Select an option from the DTA Tools dropdown;

Welcome to the DTA Maintenance Tool
This tool provides authorzed DTAs with the ability to create and modify orgamizations, routing lists,
groups, people, and lines of accountig (LOAS). Please select an option from the DTA Tools dropdaown

menu akiove

Your Maintenance Tool Permissions;
e You have the proger permissions to edit organizations
You have the proper permissions to edit routing lists
You have the proper permissions to edit groups
You have the proper permissions to edit peaple
You have the proper permissions to edit ines of accourting (LOAS)
You have the proper permissions to edit permissicns

Figure 109: DTS DTA Maintenance Tool Home Page

1.8.1 LDTA Completes GGMRs for Higher-Level Groups

Only one group can be added to an org during the Site Setup Interview process. The group named for a
specific org cannot be added to a GGMR for that specific org (SPR 11046). The group added to
GGMR may only go as high as the root org. Groups are added using the DTA Maintenance Tool after

data migration from Staging to Production.

Note: See Chapter 6 of the DTA Users Manual for more information about groups
and GGMRs. This document is accessible through the following URL:
http://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp.

1.8.1.1 Add Groups Belonging to Higher-Level Orgs
The LDTA also needs to add any groups belonging to higher-level orgs to each GGMR.

GGMRs may only be created for groups named within the root org. The group added may only
go as high as the root org. If groups are needed above the root org (such as service or agency
groups and major command groups), they may be added using the DTA Maintenance Tool

postmigration from Staging to Production.
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1.8.2 New Traveler Self-Registration

Each user in DTS must self-register in the Setup Tool. Before starting, the traveler has to have a public
key infrastructure (PKI) certificate, access to the DTS Home page, and know the name of his or her
service or agency, state, site, and org. This information should be provided by the DTA. Beginning on
the DTS Home page, use the following steps to register:

1. Click Login.
2. Read the Ethics and Privacy statement.
3. Click Accept.
4. Enter the user’s SSN twice.
5. If the user has not used DTS before, the user clicks on the Self-Registration drop-down link
(Figure 2).
Note: This screen will display if a user is already in DTS Production. The user
should re-enter his or her SSN and click Submit to log on for the first time (Figure
110).
Defense Travel System
A New Era of Government Travel
User Activation
Your user account needs to be activated
If you would like your account activated, complete the
form below, The form requires that you enter your social
security number twice, Please enter your SSHN
exactly as it appears in your profile, including any
trailing characters (i.e. 123456789 or
987654321R)
Enter Social Security l'—
MNumnber:
Reenter Social Security l—
MNumber:
Submit Cancel |
If the values entered match an account in DTS, you will
autoratically be logged in.
Selecting the "Cancel" button will terminate the activation
process.,
Figure 110: User Activation Screen
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6. From the Administrative drop-down list select Self-Registration (Figure 111).

Defense Travel System

A New Era of Government Travel

Self Registration

Logoff

Figure 111: User Self-Registration menu

7. The Self-Registration navigation bar displays. Enter the Recommended and Preference informa-
tion. Mandatory fields are indicated by a triangle in the upper right corner. Refer to Attachments D
and E for the list of data elements and Attachment F for screen shots of the data entry screens

(Figure 112).

Recommended Information

|, Defense Travel System

k= A Now Era of Government Travel

Prefelence Infor mation Self-Registration Submit

Figure 112: User Self-Registration Navigation Bar

8. After completion, submit the self-registration request and notify the LDTA that your self-registra-

tion is complete.

Note: The user can exit from the submission screen without losing data and return at
a later time to complete. Also, the user can return to self-registration at anytime to

change the submission and resubmit.

9. After completion, users click Self-Registration Submit (Figure 3). The DTA for the org selected
during self-registration receives an e-mail of a self-registration awaiting action. Users will be noti-
fied when the registration has been accepted or rejected. They then log on to DTS and conduct

travel.

Note: DTS travelers use self-registration. DTAs continue to have to manually input
personnel that are only “users” and do not travel. This is done in DTA Maintenance.

1.8.3 DTA Accepts New User Self-Registration

After a traveler self-registers, the DTA must accept them before they are able to do any travel in the

DTS system. The following steps show how a DTA accepts a user into the system.
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1. DTA logs on to the Self-Registration Admin (Figure 113).

K Defense Travel System

Al of Govemment v
ogoff

Official Travel W Official Travel - Others ¥| Traveler Setup ¥ Reports ‘qRDA v
Site Setup Admin

Site Setup Interview
Self Registration Admin
DTA Maintenance Tool
Budget

Route & Review

Calculate Distance

Figure 113: Self-Registration Admin Tool

2. Click Begin on the List Profile Screen.

View the list of users who have submitted their self-registrations and are awaiting approval.

4. Click the blue numerical designator in the Review column of the person you want to Review/
Accept (Figure 114).

W

| List Profile

Below'is a list of submitted self registiation useris)

Reniew Traveler Name Cirganization Name Status

Ted MICHAEL PATRO DATEIG SUBMITTED

Figure 114: List of Users

5. Review the populated data and you must assign permissions, org-access, and group access. Select-
ing a routing list is optional, as it will default to the org default routing list at acceptance. Use of a
default LOA is optional also.

6. Select Accept or Reject depending on the completeness and accuracy of the data. The user
receives an e-mail of the action taken.
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Note: If you reject the submission, you should enter an explanation into the last block.
These comments will be included in the e-mail sent to the user (Figure 115).

| List Profile |

GENERAL INFORMATION

MAILING Avoness

Resience Aooress

E-mail Address +

Mailing Straet 15

Mhailing Strest 2 »

michaelpatro@knox.army.mil

G36-4 Bratt Drive

T T
Time Zone + |EST 7|

Office Address 1+

Offioe Address 2

Office Fax s

Office Mal Stop +

Emerzency Contact Name +

Traveler First Mams » MICHAEL Office City»
Traveler Last Name» PATRO Office State s
Traveler Name Middle Initials § Office Zip / Postal
SSN+ 57173990 Office Phane,, [302-624-1250
z RN
Gender» Male

Emergency Contact Phane Number
T

Onsanizanon Access

Gitvr Fiu Knox Oreariization Access »
State ¢ Countrys Y Group Access
Organ Name +
Zip / Postal Code » 40121
Pevissions

Permissionsy C oM 1Mzl 34l s el T
Residence Strest'l + 533-4 Brett Drive
€ Exempt
TIRA Status »
Residence Strest 2+ @ NorExempt
Default Routivg List+ | 7]
ResidencsCitys Fr. Knox s [
pesutt Low s [ =]
Residence State / Countrys KY
€ s
. . . Non DoD Entry dgent s
Residence Zip / Pastal Code + 40121 & No
s e P bt 98 Unit ID (UIC/RUC/PASSCODE) + [10455
P — | g
Resldznce Fax»

TRAVEL PREFERENCES

Figure 115: Review User to Accept or Reject Profile Data

1.9 Edit Mode

The Edit Mode allows the more experienced DTA to make changes to the structure built in the Interview
Mode. Additionally, a DTA can quickly build structures in a less restrictive manner than the Interview
Mode (Section 1.4). At any point in the edit process, orgs, routing lists, groups, and LOA can be added,
edited, or deleted without using the procedural order of the interview mode process. However, the cascad-
ing of information feature in the Interview Mode is not available in the Edit Mode.
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1.9.1 Orgs

1. Logonto DTS. From your User Welcome screen, select Site Setup Interview from the Registra-
tion drop-down list (Figure 116).

Defense Travel System
N e

Self Registration

My Signed Documents

Self Registration Admin ¢ Reinders

Document Name Current Status Departure Date Type

Figure 116: DTA Administrative Menu

2. Click Edit Mode under Organizations. Figure 117 shows the options for Organizations in the
Edit Mode.

stem MAdmhlislralm Routing List Group LOA Sub it

ravel

Interview Mode Edil Mode

You @regoing to edit the organization structure that vou crested
sarlier, You can add a new sub-organization and updats an existing
orzanization, If this organization has no sub-organizations, routing lists,
Sroups or LOks associated with ity the existing organization ean be
deleted, Click the organization linkon the right table to select the
organization that you wizh to edit, Select the mode for aditing dvistion
and Missile Cammand.

Mo data in query results.

Add Sub-Oreanization

HEC e TR o ZAt T

Edit Orgarization

distion and Missite Command

Sub-Organization Name

ABKC O

CECDAM

Figure 117: Edit Mode — Organization Functions
The screens in Edit Mode have two major parts:

a. The right side allows navigation through the org structure. The screen opens displaying the
highest-level org designated for the DTA and is indicated by the link to the org name in the
middle block, “Current Organization.” The lower block contains links to each of the suborgs.
The DTA navigates the org structure by clicking the links to change the “current
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organization.” The Parent Organization block above indicates the next higher org and is an
active link if the DTA has org privileges in the Deployment Tool.

The left is the working space and displays the data that is available. In this case there are two
selections; Add a suborg, or Edit the current organization

1.9.1.1 Add Suborgs

1.

2.

Use Attachment B — Create a New Organization Worksheet to gather the appropriate
information.

Click Add Sub-Organization (Figure 118 and Figure 119 show the data needed to add a
Sub-Organization.)

Enter the Organizational Code (For example, 620). This is the Org naming structure as
determined by the LDTA.

Enter the Organization Description (for example, CECOM or name in which org is rec-
ognized).

Edit org information in the remaining fields.

Click Save.

Note: The left working area of the screen is layout the same as the
Interview Mode screens and DTA Maintenance screens for creating an
org. Mandatory fields are indicated with a triangle in the upper right
corner of the data entry box.
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Ltem M}\dminitlraim' HRouting List Group LOA Sub i

ravel

Interview Mode ' Edit Mode

Creats Sub-Organization for; dviation and Missile Command

Mo data in query results.

Servceffgencyy ARMY

ENTER THE 3-CHARACTER ORGAHIZATION CORE:

Organization Cade »  gap l:l —

EHTER THE ORGAHIZATION DESCRIPTION:

faiati d fitizsile © d
e — 1 wiation and fiissile Comman
EHTER ORGANIZATION INFORMATION:
DTAID » lS - fsudta@yahoo, cotn j Sub-Organization Hame
GDS » !.\'—\A "I
AR O,
PCCw ID’] it 'I
CECOm

Ticket PCC » ID1'L-'\|'A "l

Company Code |F'RC|FILE |

Office Address 1+ [24 East Railroad St. if

Office Addrass 2+ | |

Office City » [\Warren |
Office State, M3
= Chigh on 1he Jcon 1o salect 3 alas
Office ZIR/Postal
Code b [

Mail Code »

Time Zone » |C§|’ "I
Organization Email "
P LOTARAME, MIL

| PP s e P )

Figure 118: Edit Mode — Add New Organization
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Company Code |PROFILE |

Office Address 1+ [24 East Rallroad st, 1

Office Address 2+

Office City» | Wharren |

inl S

M Ciek an the dcon te selact avalud

Office State »

Office ZIP/Postal

Gods” 48021

Mail Code

il

Time Zone+» |CET =

Organization Email
v |LOTA@EMC, MIL
Address
Mumber of Wark
Hours/ Day

Present Duty Station
Mame

Emergency Contact
¢ |Rad Conners
Name

Emergency Contact

000-000-0000

Phone = formar 999.999:9999 =999, up to 20 charactars

Mumber of ililes to
Clozest irport from»
Office

ID

Office Phone | Q00-000-0000

Humber 2 firmat 999.999:9999 49999 | Ut 20 charactars

|

Office Faw Mumber »

A Format: 9929999999 | up 1o 20 chiaracter
Unit ID
(UIC/RUCPASSCODE)

J

&g
Email Notification « 5
o

Figure 119: Edit Mode — Add New Organization (continued)

Note: Unlike the Interview Mode, the DTA is not given the option to
cascade the common data to subsequently added suborgs in the Edit
Mode. The DTA could return to the Interview Mode to indicate using the
data in suborgs, and create them there (Section 1.3.1).

1.9.1.2 Edit An Organization

If you choose to edit an existing suborg, the screen is the same for the org data, however you
cannot change the org name.
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—

Log on to Site Setup Interview.
2. Click Edit Mode from the submenu of the navigation bar (under Organizations)
3. From the right of the screen select the org that you want to edit from the Current Organi-

zation box. If a lower-level org is not shown select its parent org to display its suborgs
(Figure 120).

stem M.ijhlislralm Routing List Group LOA Sub it

ravel

Interview Mode Edil Mode

You @regoing to edit the organization structure that vou crested
sarlier, You can add a new sub-organization and updats an existing

orzanization, If this organization has no sub-organizations, routing lists,
Sroups or LOks associated with ity the existing organization ean be
deleted, Click the organization linkon the right table to select the
organization that you wizh to edit, Select the mode for aditing dvistion
and Missile Cammand.

Mo data in query results.

Add Sub-Oreanization

HEC e TR o ZAt T

Edit Orgarization

distion and Missite Command

Sub-Organization Name

ABKC O

CECDAM

Figure 120: Edit Mode — Edit Existing Organization
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4. Make the necessary edits from the fields displayed (Figure 121).

m mﬁllminiilralnr Routing List Group LOA Submit
|
interyiew Mode  Edit Hode

Edit Sub-Organization; ddation and Mizsile Command

Aviation and Aissile Command

Serviceddgencys  GRMY
DTS ORGANTZATION DESCRIFTION: Sub-Organization Name

DTS Oraanization  &00

. AMCOM
Code  20OTE higrarehizal naming requénce —_—
DTS Organization Ayiation and Missile Command 1 CECOM
Description PR unit nameiie | 1720 Infantiy Battalion, 225th Fighter YWing,
Opztiond Graug, =)

ORGANIZATION IHFORMATION:

DTAID » |8 - fsudta@yahoo, com j
GDS » AL =
PCCH |D1WA "!
Ticket PCC + |D1'L-'\!'A "i

Compary Code » |PROFILE |

Office Address 1+ [24 East Railraad 5t. ]

Office Addrass 2+ | |

Office City.r |'u\|'arren |

Office State, WS
® Chck:an tha 1cen to select & walug
Office ZIP/Postal
Eaa 48091

il Cude » | |

Time Zone + |C§I’ v|
Organization Email
Address LDTA@AME, MIL

Figure 121: Edit Mode — Edit Existing Organization
5. When complete click Save.

Note: Unlike the Interview Mode, the DTA is not given the option to
cascade the common data to subsequently added suborgs in the Edit
Mode. The edited / changed data will not cascade to existing suborgs, or
added suborgs. DTA could return to the Interview Mode to indicate using
the data in suborgs, and create them there. (Section 1.3.1)

DTS Version 1.6.4.5, DTS Deployment Tools Users Manual, Version 1.0.2, Updated 8/26/05

This document is controlled and maintained on the www.defensetravel.osd.mil website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



DTS Deployment Tools

1.9.1.3 Delete an Org

1. Log on to the user Welcome screen.
2. Select Administrative from the navigation bar.
3. Select Site Setup Interview from the drop-down list.
4. Ifuser has access to multiple orgs, select the appropriate org from the Organization drop-
down list.
. Select Edit Mode from the sub-navigation bar.
6. Select the org or suborg for deletion from the right side of the screen (Figure 122).

Ad ministrator Routing List Group LOA Submit Report

Interview Mode Edit Hode

¥ou are going to edit the organization structure that vou created
earlier, You can add a new sub-organization and update an existing
organization, If thiz organization has no sub-organizations, routing lists,

i PRI i R No data i Its.
groups or LOAs associated with it, the existing organization can be DAL AU PESITS

deleted. Click the organization link on the rght table to select the
organization that vou wish to edit. Select the mode for editing United
States &ir Force,

Add Sub-Organization United States &ir Force
Edit Organization

Sub-Organization Name
sub org 1

sub org 2

Figure 122: Edit Mode—Organization Screen
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7. Select Delete Organization from the left side of the screen (Figure 123).

vel system Administrator Routing List Group LOA Submit Report

rnment Travel
Interview Mode Edit Mode

¥ou are going to edit the organization structure that vou created
earlier, You can add a new sub-organization and update an existing
organization. If thiz organization has no sub-organizations, routing lists,
groups or LOAs associated with it, the existing organization can be
deleted, Click the organization link on the rght table to select the
organization that vou wish to edit, Select the mode for editing Infantry
Battalion,

AF Test Org

Add Sub-Organization
Edit Organization

Infantry Battalion
Celete Organization

Sub-Organization Hame

Mo data in stored procedure results.

Figure 123: Edit Mode—Delete Organization Link

Note: The Delete Organization link will not display if the org for deletion
has any elements (orgs, DTAs, groups, routing lists, ROs, LOAs)
associated with it.
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1.9.2 Administrator

The Administrator tab is used to create, view and delete DTAs. Administrators will create DTAS to
build org structure, accept self-registration, and/or complete lines of accounting. Viewing allows a

DTA to edit privileges and change the delegated org (Figure 124).

bys*tem Organization Mﬂmnhlﬁ List Group LOA Submit Report

nt Travel —

The DTés for the dvation
and Miszile Command are
listed, Edit ar delete

existing DThs by clicking Delete Edit DTA Hame S5M Email Address Delegated Organization
on the correspanding link
ar-oraatenew QT4 by Deletz  Edit  Reindars, Chris B 225036345 barrie:blackDngs. com £00
clicking on the buttan
below, § . .
[elsta Edit Brown-AY, Erdc 23457184V fsudtayvaboo, cam &00
Delets Edit Wallace-Gh; Ken T 234513464 frudta@yahoo, com &00830
CREATENEWETA
[elste Edit Manros-AY, Chris ZI4EERARY fsudta@vaboo, com 00620
[elets Edit Metzzar, Roger SR8 TR2456 Roger Metzear@a00, mil GO0B20ACT

Irnterview Hode Edil Mode

Figure 124: Edit Mode — Administrator

1.9.2.1 Create New DTA in Edit Mode

Use Attachment C—Create a New DTA to gather the necessary data.
Log on to the Site Setup Interview Mode

Click Administrator from the navigation bar

Click Edit Mode from the submenu of the navigation bar

Click the Create New DTA button on left of screen (Figure 124).

AEFal o e
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6. Enter the DTA’s SSN. If they already have a Staging Deployment Tools profile, you will
receive a message that the SSN already exists. Enter new figure here showing already

exists (Figure 125).

Defense Travel System Organization M Routing List  Group  LOA  Submii
& How Era of Govomment Travel =

Create DTA for dviation and Missile Command
Aviation and Missile Command

Please review the follawing:
w55t is already assigned to delegats organization 600,

Delete Edit DTA Name Delegated Organization
EWTER THE DTA'S SOCIAL SECURITY HUMBER!
Delete Edit Reinders, Chris B &00
o, [R25036345
® Farmirt: F19999%; Up 10 12 Biphandia ric
Delote Edit Brown-4Y, Eric 600

5514 {5 already assigred to delegate organtzation 600

Delate | Edit | WallebGd, Ken T | s0isin

Delete  Edit | Mhanroe-A, Chris. £00620

Delete Edit fetzzar, Roger E006204CT

Figure 125: DTA SSN Already Assigned

7. Click the Add button.
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8. Enter the name and e-mail from the worksheet, grant the Deployment Tools privileges for
the DTA, edit privileges as necessary for the DTA, and assign the suborg to which the

DTA should be designated (Figure 126).

Organization Mﬂuulhlgﬁsl Group LOA Subymit Report

Interview Mode  [dit Mode

el System

Inmont Fravel

Adda DTA for kviation and fssile Command

Aviation and Missile Command

ENTER THE DTA'S PERSORAL INFORMATION:

Last Name » : Delete Edit DTA Name Delegated Organization
frst Hame:» Delete | Edit | Reinders; Chris B 400
Iiddls Iritisl D
Delete  Edit  Brownes¥, Erie 400

55N 284841111

Delete Edit. Wallace-Gh, Ken T a00exD
ENTER THE DTA'S PRIVILEGES: Delete Edit Aonroe-8Y, Chris w00820

THESE PRIVILEGES APPLY TO THE DTA FOR SITE SETUP INTERVIEW DNLY AHD Delete Edit fMetzzar, Roger E00E20ACT
HAS HO AFFECT ON THEIR DTS USER PRIVILEGES. IF & PRIVILEGE 15 SETTO W',
THE DTA WiILL HOT HAVE ACCESS TO THAT MODULE WHEN THEY LOG INTO

SITE SETUF IHTERVIEW,

B
Update Organizstion s e
& N
Update G @ s
ate Group»
P P & No
T ¥ES
Updats Route »
& nNo
€ ¥ES
Update LOW»
o & No

DELEGATE THE DTA T ORGANIZATION:

Dielezated A m

Crganization

o o

Figure 126: Edit Mode — Create New DTA Data
9. Click Save.

Note: Providing org privileges provides Self-Registration Admin access.
This should not be used except as explained in 1.5.

1.9.2.2 Edit Existing DTA

1. Log on to the Site Setup Interview Mode.
2. Click Administrator from the navigation bar.
3. Click Edit Mode from the submenu of the navigation bar.
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4. Select the Edit link next to the name of the desired DTA (Figure 127).

kystem Organization M Routing List  Group  LOA  Submit  Report

tTravel —
nterview Hode

Edit Mode

The DOThs for the Avation

and Missile Command are

listed, Edit or delete

existing DThs by clicking Delete Edit DTA Hame: SSN Email Address Delegated Organization
on the corresponding tink

arepakemew By Delete | Edit | Réindérs, Chris B 225036345 barrie.blackBngo.com 600
clicking on the button
below,
Delste  Edit  Brown-AY, Eric ZM51IMY fiudtalyahoo, dem 500
Delete | Edit | Wallsce-Gh, Ken T | 234519A6A | ‘fsudta@yahoo.com 600630
CREATENEWOTH |
Delste  Edit  Monros-AY, Chris ZEEAAY feudtalyahoo, dom 500620
Delets | Edit | Metzzar, Roger 95576245 Rogér Metzar@e00.mil | 600620ACT)

Figure 127: Edit DTA Screen
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5. [Edit the necessary fields for the DTA. You cannot change the SSN (Figure 128).

Organization Mﬂuulhlgﬁil Group LOA Subymit Report

Interview Mode  [dit Mode

el System

Inmont Fravel

Adda DTA for kviation and fssile Command

Aviation and Missile Command

ENTER THE DTA'S PERSORAL INFORMATION:

LastMamer [ Delete  Edit DTA Name Delegated Organization
e Delete Edit Reinders, Chris B 00

Iiddls Iritisl D
Deléte  Edit  Brown-V, Eric 400

55N 284841111

Delete Edit. Wsllace-Gh, Ken T £00630

ENTER THE DTA'S PRIVILEGES: Delete Edit fivanroe-AY, Chris &00820
THESE PRIVILEGES APPLY TO THE DTA FOR SITE SETUP INTERVIEW DNLY AHD Delete Edit fMetzzar, Roger E00E20ACT
HAS HO AFFECT ON THEIR DTS USER PRIVILEGES. IF & PRIVILEGE 15 SETTO W',

THE DTA WiILL HOT HAVE ACCESS TO THAT MODULE WHEN THEY LOG INTO

SITE SETUF IHTERVIEW,

,,
3

Updste Organization »

ol
=
=

Update Group »

Update Raute »

YES
& NG

molealas
2

Update LO#

DELEGATE THE DTA T ORGANIZATION:

Delezstad
Oteaniztion

+ |8a0 =

Figure 128: Edit Mode — Edit Existing DTA

1.9.2.3 Delete Existing DTA

1. Log on to the Site Setup Interview Mode
2. Click Administrator from the navigation bar
3. Click Edit Mode from the submenu of the navigation bar
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4. Select the Delete link next to the name of the desired DTA (Figure 129).

Organization Administrator Routing List  Group  LOA  Submit  Report

nterview Hode

kystem

Int Trawel

Edit Mode

The OThs for the Aation
and Missile Command are
listed, Edit ar delete

existing OThs by clicking Delete Edit DTA Hame: SSN Email Address Delegated Organization
on the corresponding link
arepakemew By Delete | Edit | Réindérs, Chris B 225036345 barrie.blackBngo.com 600
clicking on the button
below,
Delste  Edit  Brown-AY, Eric ZM51IMY fiudtalyahoo, dem 500
Delete | Edit | Wallsce-Gh, Ken T | 234519A6A | ‘fsudta@yahoo.com 600630
Delste  Edit  Monros-AY, Chris ZEEAAY feudtalyahoo, dom 500620
Delete | Edit | Metzar, Roger 95576245 Rogér Metzar@e00.mil | 600620ACT)

Figure 129: Edit Mode — Delete DTA from Site Setup Interview / Deployment Tools

Note: By clicking on the Delete link next to a specific DTA, you remove
the DTA from the Deployment Tools and they cannot access Site Setup
Interview to the org’s data. If a DTA is deleted they can still log onto DTS
using their Production profile or complete Self-Registration.

1.9.3 Routing Lists

The next tab you can view in the Edit Mode is Routing Lists. This is where you can create, edit, or
delete routing lists. The DTA can also add or delete ROs and routing list details.

In the workspace the DTA has the ability to:

* Add a routing list to the current org (Section 1.9.3.1)

» Edit the current selected routing list (Section 1.9.3.2)

* Delete the current selected routing list (Section 1.9.3.3)

e Add ROs to the for the current org (Section 1.9.3.4)

* [Edit existing ROs in the current org (Section 1.9.3.5)

»  Edit the current selected routing list details (Section 1.9.3.6)
*  Set a routing list to the default routing list (Section 1.9.3.7)

»  Upload routing list(s) from spreadsheet (Section 1.9.3.8)

» Upload routing list details from spreadsheet (Section 1.9.3.9)

1.9.3.1 Add a New Routing List Name

1. Log on to the Site Setup Interview Mode
2. Click Routing List from the navigation bar
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3. Click Edit Mode from the submenu of the navigation bar (Figure 130).

Travel System Organization  Administrator Group  LOA  Submit  Report

Government Travel
Interview Mode Edit Mode

You may edit the routing lists that vou created earlier. You can add,
update and delete routing lists, routing officials and routing lists
details, Click the organization links on the right table to select the
organization whose routing list information vou wizh to edit. You may

Current Routing List RLGeneral

edit an existing routing list by selecting it in the upper right table,
Select the mode for editing AF Test Org,

Routing List Name Default
RL1 ¥,
Add Routing List to AF Test Org
Edit Routing List RLGeneral for AF Test Org REGereral N
Delete Routing List ALGeneral from &F Test Org
Add Routing List Official for 4F Test Org RLTraining M
Edit Routing List Officials for AF Test Org
Edit Routing List Detail for RlGeneral for 4F Test Org Test123 M

Set RLGeneral from AF Test Org as default Routing List

Upload Routing Listiz) for AF Test Org from spreadsheet

Upload Routing List Details for AF Test Org from spreadsheet

Figure 130: Edit Mode — Routing List Functions

The screen opens pre-populated to the highest org the DTA has org privileges to access in the
Deployment Tool (Section 1.3.2).

In the middle of the screen, lower block, is indicated the Current Organization box and below
that the current org’s existing suborgs’ box. Immediately above that are the routing lists that
exist in the Deployment Tools for the current org. The right side of the display indicates the
parent org of the current org. The links to the parent and suborgs are used to navigate up or
down an org hierarchy. If a parent or suborg is clicked, then the screen refreshes with the
routing lists and updated links on the left side.

The left side is the workspace on the screen. It is populated with links for each action related to
the routing list at the top. To refresh the screen for another routing list in the current org, click
the link.

4. Select the org to which you want to add the routing list. This will change the org links
available to select from in the box. The DTA must make sure that he or she is in the cor-
rect current org.
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5. Click the Add Routing List for desired organization link (Figure 131).

[Travel System Organization.  Administrator W Group  LOA  Submit
Government Travel

intervigw Mode Edit Mode

You may edit the rauting lists that you created sarlisr, You can add,
update and dalets rauting lists, routing offictsts snd routing lists
details, Clck the areanizstian links on the rght table to sslsct the
organization whose routing b5t information you wish to sdit, You may
=dit an sxisting routing list by sslecting it in the upper right table.
Selact the mods for editing CECOM.

Current Routing List 620RL

Routing List Hams

BZIRL
Add Routing List to CECOM

Edit Routing List 620RL far CECOM
Deleté Routing. L5t 620RL fram CECOM
Add Routing List al for CECOM
Edit Routing List Officials for CECOM

Edit Routing List Detail for 620RL for CECOM

Funaral Detail Fl

CECOM
Aviation & issite Command
Sub-Oreanization Name

Aequisition

Infa System Enginesring

Figure 131: Edit Mode — Routing List Functions

6. Enter the name of the routing list and indicate whether it is available for suborgs (Figure
132).

vel System Orpanization Adiniristratar Wﬁrbup LOA Subinift
mment Travel = -
Interviei Mode Edit Mude

Cunent Bate: 07-28:21

Create Routing List for CECOM

EMTER THE ROUTING LIST MAME:

CHECK THE CHECKBOX IF YOU WANT THE SUB-ORGAMIZATIONS OF THIS
ORGANIZATION TO HAVE THIS ROUTING LIST.
© ¥ES

For Sub-Organtzations »
Lo V6]

Figure 132: Edit Mode — Add New Routing List

7. Click Save.
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1.9.3.2 Edit Routing List Name

1. Log on to the Site Setup Interview Mode

2. Click Routing List from the navigation bar

3. Click Edit Mode from the submenu of the navigation bar

4. Select the org you want to edit the routing list for from the right of the screen. Once the
org is selected, click on the routing list name to be edited (Figure 133).

[Travel System Organization.  Administrator m Group  LOA  Submit
[Government Travel

interuiew Mode Edit Mode

You may-edit the routing lists thak wou created earlier. You can add,
update and delete routing lists, routing officisls and routing lists
details, Click the organization links on the right table toselsct the
organization whese routing st information wou wish to edit: You may
edit an existing routing list by selecting it in the upper right table.
Select the mode for editing CECOM.

Current Routing List:620RL

Routing List ame

BZORL
Add Routing List to CECOM

Edit 2 List 620RL far CECOA,
Delete Routing List am CECOM

Funeral Detail L

Edit Routing List Dfficia
Edit Routing List-Detsil for 62081 for CECOM

CECOM
fuiation & Mhissle Command
Sub-Creantzation Nams

Acquisition

Info System Enginesring

Figure 133: Edit Routing List Screen

5. Click the Edit Routing List for desired organization link.

DTS Version 1.6.4.5, DTS Deployment Tools Users Manual, Version 1.0.2, Updated 8/26/05 Page 103

This document is controlled and maintained on the www.defensetravel.osd.mil website. Printed copies may be obsolete.
Please check revision currency on web prior to use.



DTS Deployment Tools

6. Edit the name of the Routing List and whether suborgs should receive this edited routing
list (Figure 134).

vel System Organization Adwvinistrator mcmup LOA Subimit
rment Travel =

Cunent bate: 07-28:2

Create Routing List for CECOM,

EHTER THE ROUTING LIST MAME:

CHECK THE THECKBOX IF YOU WANT THE SUB-ORGANIZATIONS: OF THIS
DRGAHIZATION TO HAVE THIS ROUTING LIST,

=
For Sub-Organizations » il

& no

s

Figure 134: Edit Mode — Edit Existing Routing List

1.9.3.3 Delete Routing List

1. Log on to the Site Setup Interview Mode
2. Click Routing List from the navigation bar
3. Click Edit Mode from the submenu of the navigation bar
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4. Select the org from which you want to delete the routing list. This will change the links
available to select from in the box. The DTA needs to ensure he or she is in the correct
current org (Figure 135).

hse Travel System Organization  Administrator M Gioup  LOA  Submit

Eras of Govarnment Travel

interview Mode Edit Mode

You may sdit the rotting lists that you crested sartier. You can add,
update and delete routing Hsts, routing officialk and rauting sts
detsils: Chick the arganization links an the right table to selest the
organization whose routing list information you wish te edit. You may
et an existing routing kst by selecting ft-in the upper right table,
Select the made for editing Aviation B Missile Command,

Current Routire List ACQRL

Routing List Name

ACQRL
idd Reiting Lt to Aviation BWissile Command
Edit Routing Lisk ACCIRL for Sviation & Missile Command ANCEL
Delets Routing List ACGRL from dvistion & Missile Command o
Al Rewsting List Offisial ation B iissils Commantd PAHRL

Edit Routing List Officials for Aviation & Missile Command

Edit Routing List Ditail for ACQRL for Awiation B Missie Command

hiation & Wissile Command

Mo data in query resuits,

Sub-Dreanization Name

AW D

CECDM,

Figure 135: Delete Routing List Screen
5. Click the Delete Routing List for desired organization link.

1.9.3.4 Add RO

1. Log on to the Site Setup Interview Mode

2. Click Routing List from the navigation bar

3. Click Edit Mode from the submenu of the navigation bar

4. Select the org to which you want to add the RO. This will change the org links available to
select from in the box. The DTA needs to make sure he or she is adding the official into
the correct current org (Figure 135).

5. Click the Add Routing List Official for desired organization link.
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6. Enter the SSN of the RO (Figure 136).

-, Defense Travel System

f# A Now Era of Govamment Travel

Organtzation  Administrator W&nup LOA Submit

Interview Mode” Edit Mode

Cunent Date: 07-28-2004

Eniter the routing offictal’s 55N, Production and Staging will be
searched for matches. If nomatch ts found, vou will be able to create

The #s for the Aviation & Missile Command are listed: Edit or delete existing 40s by clicking:on the corresponding link.
a new Staging user.

Delete A0 Name
SSH

* Format: 99959999 Up 0 12 alharumeic character:

- Dalsts Black, Barris
_-SENRCH. CANCEL

Delate White, Mike

Figure 136: Edit Mode — Add New Routing Official SSN

7. Click Search. If the RO already has a Production Profile then they do not need to be added
to the RO list. If the RO already has a Staging Profile, the user will receive a message indi-
cating that the profile already exists (Figure 137). If the user is listed in staging and in a
different root org then the DTA will not be able to use that person when building a routing
list. In order to use that RO the person must be migrated into Production.

Defense Travel System

A New Era of Govemment Trave!

Organization  Administrator M&oup LOA Submit

Interview Mode Edit Mode

Cunent Date: o

Enter the routing officfals 55N, Praduction and Staging widll be
zezrched for matches. If no match is found, wou will be abls to create

The ACs for the hvation and Missile Command are listed. Edit or delete existing 40s by clicking on the corresponding link:
3 new Stazing user.

Please review the following: Delete AQ Name
® 55N s aheady assigned as an A For arganization GO0,

s, [B12122111
= For U

Delste Black, Barre

Figure 137: Routing List Official SSN Already EXxists in Staging Screen

8. Select the name of the Official.

1.9.3.5 Edit ROs

1. Log on to the Site Setup Interview Mode
2. Click Routing List from the navigation bar
3. Click Edit Mode from the submenu of the navigation bar
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4. Select the org you want to add the RO to from the right of the screen. This will change the
org links available to select from in the box. The DTA needs to make sure they are adding
the official into the correct current org (Figure 138).

hse Travel System Organization  Administrator M Gioup  LOA  Submit
Fra of Govaenment Travel
Interview Hode
Cul
You may sdit-ths: rotting lists that yau crestad sarlisr. ¥ou can add,
update and delete routing Hsts, routing officials and routing lists Currant Routire List ACQRL
details; Chick the organization links on the right table to select the .
organization whose routing list information you wizh to edit, You may
edit an existing routing list by selecting itin the upper right table
Select the mode for editing Avistion B Missite Command, Reuting List Nams
ACORL

Add Routing List to Avistion B Missile Command

Edit Routing tst ACGRL far Svistion & Missils Command ANMCRL

Delete Routing List ACCRL from Aviation & Missile Command

Add Rovting List Offieial for dwviation B sissile Commard PAHRL

Edit Routing List Officials for Aviation & Missile Command

Edit Routing List Detail for ACQRL for fwiztion B Missis Command

hiation & Wissile Command
Nao data in query results,
Sub-Drganization Mame
BT D
CECT
Figure 138: Edit Mode — Routing List Functions
5. Click the Edit Routing List Officials for desired organization link.
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6. Select the name link for the official desired and make necessary edits (Figure 139).

Enefensenavel System Organization  Administrator Group LOA  Submit  Report
A New Era of Government Travel

Current Date: 01-27-2006

The AOs for the United States Air Force are listed. Edit or delete existing AOs by clicking on the corresponding link,
Please Mote: AOs cannot be deleted if they are associated to a stamp. If vou do nat see the ‘Delete’ link for an AD that means he has associsted stamps. If vou
would Hke to delete the AD, make sure the associated stamps are delsted first

Delete A0 Name Email Address
White, John jwhite@afb.zov

Delete 23,33 manleen. kaur@nge. com

Delete bb, bb_ manleen. kaur@nge. com

Delete ce, o0 manleen. kaur@nge. com

Delete dd, dd manleen. kaur@nge. com

Delete test, test manleen.kaur@nge. com

Figure 139: Edit Routing List Official Screen

7. To delete an RO, click Delete in the Delete column to the left of the official’s name.
Warning: There is no confirmation of this action. There is no Delete link available next to
an RO who has been assigned a stamp in a routing list. The user must first remove the offi-
cial from all routing lists before the RO can be deleted.

1.9.3.6 Edit Routing List Details

1. Log on to the Site Setup Interview Mode
2. Click Routing List from the navigation bar
3. Click Edit Mode from the submenu of the navigation bar
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4. Select the org you want to add the routing list detail for from the right of the screen. This
will change the org routing list links available to select from in the box. The DTA needs to
ensure they are editing the correct org routing list details (Figure 140).

hse Travel System Organization  Administrator M Gioup  LOA  Submit
Era of Govarnment Travel

interview Mode Edit Mode

You may sdit the rotting lists that you crested sartier. You can add,
update and delete routing Hsts, routing officialk and rauting sts
detsils: Chick the arganization links an the right table to selest the
organization whose routing list information you wish te edit. You may
et an existing routing kst by selecting ft-in the upper right table,
Select the made for editing Aviation B Missile Command,

Current Routire List ACQRL

Routing List Name

ACQRL

Add Routing List to Aviation B Missile Command
Edit Routing tist ACC

JRL tor Mviation & Missite Command AMCRL

Delete Routing List ACQRL from Aviation & Mizsile Command

Add Rovting List Offieial for dwviation B sissile Commard PAHRL

Edit Routing List Officials for Aviation & Missile Command

Edit Routing List Ditail for ACQRL for Awiation B Missie Command

viation & Missile Command

Mo data in query resuits,

Sub-Dreanization Name

AW D

CECDM,

Figure 140: Add Routing List Detail for Organization Screen

5. Click the Edit Routing List Detail for desired organization link.
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6.

Click the magnifying glass icon to search for the RO necessary for this step (for next four
steps see Figure 141).

ENTER THE LEVEL!

fense Travel System

ow Era of Government Travel

Yau may add routing officials by salecting the official and stamp Current Oreanization;
options, You may delets indiidual routing officiats (hottam Hist) or &0
sntivs stamps [rizht list). Currant Routing List Name:

YOU HUST SHECT THE ROUTIHG OFFICIAL HAME, USE THE SEARCH BUTTON T0
FIHN THE APPROVAL ROUTING

Name Doc Twpe  Doc Status (Stamp)  Lewel  Process Name  flode List
Routing Official Name » .
= =CTO SUBMIT ALITH CTO SUBMIT 3 BYPASS PNR Delete
DOCIMENT TYPE:
Document Type + |Authdrization = =CTO BOOKED AUTH CTO BOOKED 4 BYPASS PR Deléte
SELECT THE STAMP FOR THIS ROUTING DETAIL: .
Black, Barrie ALTH APPROVED 28 Delete

Document Statuss |APPROVED i
Levelr |[lavel-20 »

SELECT THE PROCESS HAME FOR THIS ROUTING DETAIL:

Process Name » ha

Organization  Adurinistrator Routing List Group  LOA  Submit

Interview Mode Edit Mode

Curent Date; 05

MREDRL

Bl EX

7.
8.
9.
1

0.

Figure 141: Edit Mode — Edit Routing List Details

Select the Document Type that will route on this routing list.
Select the Document Status stamp for this RO.

Select the Level this step should be placed in the routing list.
Select the Process Name only if the step is conditional.

1.9.3.7 Set a Routing List to the Default Routing List

L.

2.
3.
4

AN

Page 110

Login to the user Welcome screen.

Select Administrative from the navigation bar.

Select Site Setup Interview from the drop-down list.

If the user has access to multiple orgs, click the Organization drop-down arrow to select
the appropriate org.

Click Routing List from the navigation bar.

Click Edit Mode from the submenu of the navigation bar.

Select the routing list you want to name as the default routing list from the Routing List
Name column on the right of the screen.
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8. Select the Set (desired routing list) as default Routing List link from the left side of the
screen. Notice that the N in the Default column to the right of the Routing List Name
changes to Y (Figure 142).

You may edit the routing lists that wou created earlier. You can add,

update and delete routing listz, routing officials and routing lists Current Routing List 83th

details, Click the organization links on the right table to select the

organization whosze routing list information vou wish to edit. You may

edit an existing routing list by selecting it in the upper right table,

Select the mode for editing PRACTICING IM THE CEPLOYAENT TOOL, Routing List Name Default

B8th M

Add Routing List o PRACTICING IN THE DEPLOYMENT TOOL
Edit Routing List 88th for PRACTICING [M THE DEPLOYAMMENT TOOL Commiand N
Delete Routing List &8th from PRACTICING IM THE DEPLOYAMENT
TOOL HG il
Add Routing List Official for PRACTICING IN THE CEPLOYMENT TOOL _
Edit Routing List Officials for PRACTICING [M THE CEPLOYAENT LWiCH M
ToOL
Edit Routing List Detail for 88th for PRACTICING IN THE Mhedical N
CEPLOWMENT TOOL T ——
Set 88th from PRACTICING IN THE CEPLOYWMENT TOOL as default Rea Travel | N
Routing List
Upload Routing List(s] for PRACTICIMNG [N THE CEPLOYMENT TOOL
from spreadsheet Reg Travel I it
Upload Routing List Details for PRACTICIMNG IM THE CEPLOYAENT
TOOL from spreadsheet ROTC N

Figure 142: Set Routing List Name to Default Routing List

1.9.3.8 Upload Routing List(s) from Spreadsheet

1. Login to the user Welcome screen.

2. Select Administrative from the navigation bar.

3. Select Site Setup Interview from the drop-down list.

4. If the user has access to multiple orgs, click the Organization drop-down arrow to select
the appropriate org.

Click Routing List from the navigation bar.

Click Edit Mode from the submenu of the navigation bar.

7. Select the Upload Routing List(s) for (desired Organization) from spreadsheet link.

SN
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8. Click Browse to locate the saved Excel spreadsheet for upload to DTS (Figure 143).

0

rganization Administrator Routing List Group LOA Submit Report
Interview Mode Edit Hode

Upload Routing Listiz) for AIRFORCE12345 Organization AIRFORCE12345

File » |C:\Documents and Settings\BBlack“ Browse... Routing List Mame

I UPLOAD DONE 0

oo4

0oge

Figure 143: Upload Routing List Screen

9. Click UPLOAD.
10. An Upload Report screen will display the number of routing lists that were inserted into
the org upon upload and how many were rejected. (Section 1.4.3.1 for more details.)

1.9.3.9 Upload Routing List Details from Spreadsheet

1. Login to the user Welcome screen.

2. Select Administrative from the navigation bar.

3. Select Site Setup Interview from the drop-down list.

4. If the user has access to multiple orgs, click the Organization drop-down arrow to select

the appropriate org. Click Routing List from the navigation bar.

Click Edit Mode from the submenu of the navigation bar.

6. Select the Upload Routing List Details for (desired Organization) from spreadsheet
link.

hd
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7. Click Browse to locate the saved Excel spreadsheet for upload to DTS (Figure 144).

. Defense Travel System Organization  Administrator Group LOA  Submit  Report

ks A New Era of Government Travel

Interview Mode Edit Hode

Upload Routing List(z) Detail for AIRFORCE12345 QOrganization.
Mote: Routing Officials must already exist before uploading Routing List Details, You may add Routing Officials by clicking on the link below. Cloze the window
when vou have added routing officials to return to this window,

Add Routing Officials

Please Note: The Docurnent Statuses, CTO SUBMIT and/for CTO BOOKED, will be automatically added by the systern into the Routing List Detail of the
specified organization, with Stamp Level 3 and 4, respectively, You do not need to specify those in the spreadshest.

File » |C:\Docurnents and Settings\BBlack“ Browse... |

I | UPLOAD m

Figure 144: Upload Routing List(s) Detail Screen

Note: Click the Add Routing Officials link to add ROs one at a time.
(Section 1.9.3.2 for more details.)

8. Click UPLOAD.
9. An Upload Report screen will display the number of routing lists details that were inserted
into the org upon upload and how many were rejected. (Section 1.4.3.3 for more details.)

1.9.4 Groups

The Groups tab is where a DTA can create or delete groups and edit global group membership rules
(GGMR).

In the Group workspace the DTA has the ability to:

» Edit the current org’s group (Section 1.9.4.1)
* Delete the current selected group (Section 1.9.4.2)

1.9.4.1 Edit a Group

1. Log on to the Site Setup Interview Mode.

2. Click Groups from the navigation bar.

3. Click Edit Mode from the submenu of the navigation bar. The screen opens pre-populated
to Current Organization; the highest org the DTA has org privileges to access inn Deploy-
ment Tools (Section 1.3.2) (Figure 145).

On the lower right side of the screen the Current Organization is indicated and below the
current org are existing suborgs. Immediately above that is the Parent Organization of the
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current org. The links to the parent and suborgs are used to navigate up or down an org hierar-
chy. If a parent or suborg is clicked, then the screen refreshes the left side for the current org.

The left side is the workspace on the screen. It is populated with current org’s group, two func-
tions — Edit and Delete (for the current org’s group), the global group membership rule
(GGMR) for the current org, and followed by a list of other orgs that have the current org’s
group in their GGMR.

4. Click Edit Group. The Edit Group Structure screen will open (Figure 145).

Organization  Administrator  Houting List M LOA  Submit  Report

nterview Mods Edit Mode

You are 2oing to adit the graup structurs that you crested sarfisr, If

sour orzanization does not haws.a eroup dsfinsd, you can add a new

sroup; othsrwiss you can updste or delsts the existing sroup: If the

displayed roup Ras other sroups that sre 2lobsl graup members of the CECOM,
eroup, they are displayad balow in the Mambers of This Group =
section,

Organizaticn: Info System Enginsering

Grour; ISEGP

Edit Group
Delete Group

o System Enginsering

Sub-Organization Name

Mo data in stored procedure results.

This eraup & 3 member of the groups bl

Organization Group

dviation & Missile Command £00GP

CECOM 620GP

The following organizations are members: of this group:

Member Or izati thember Group

Figure 145: Edit Groups Screen
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5. Edit the Group Name if desired (Figure 146).

Orzanization Administrator Routing List MLD;\ Submit. Report

Interview Mode  Edit Mode

Edit Group Structure for Infa Sytem Enginesring

A
LISE THE PREDEFINED GROUP HAME OR REMAME THE GROUP: EECOMy

Group Name + ||SEGP

Pareny ORGAMIZATION'S GROUPEE) TOR GLOSAL GROUP- M EMBERSHIP:

¥ CECOM 620GP
@ A Mdigsile Cotrm:

ard
At 1o b & mamk

GO0GP
r of the parnt o

|nfo System Enginseting

D0 YOU WANT THE SUB-ORGANIZATIONS OF INFO SYSTEM
HAVE THIS GROUP T0R GLODAL GROUP MEHRERSHIP?.

@ ¥Es
© N

#uailable Far Sub-Creanizations »
Sub-Organization Name

Mo data in stared procedure results.

Figure 146: Edit Mode — Edit Group Structure

6. Check the box(es) if you want that global group membership rule to apply to your org.

7. Click the Yes radio button to cascade Global Group Membership Rule(s) to lower-level
orgs. Click the No radio button if you do not want to allow lower-level orgs to become
members of this group.

8. Click Save.

Note: GGMRs may only be created for groups named within the root org.
The group added may only go as high as the root org. If groups are needed
above the root org (i.e. Service or Agency groups, Major command
groups, etc.), they may be added using the DTA Maintenance Tool post-
migration from Staging to Production. (Section 1.8.1)

1.9.4.2 Delete a Group

1. Log on to the Site Setup Interview Mode.

2. Click Groups from the navigation bar.

3. Click Edit Mode from the submenu of the navigation bar. The screen opens pre-populated
to Current Organization; the highest org the DTA has org privileges to access in the
Deployment Tool (Section 1.3.2) (Figure 145). Ensure the correct org’s groups are being
displayed.
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4. Click Delete Group. Deleting a group that is used for GGMR for other orgs will delete the
rules for all orgs using that group. In other words the group will not exist for any org (Fig-
ure 147).

System Orzanization  Adminfstrator  Routing List M LOA  Submit  Report

jont Travel

Interview Mode  Edit Mode

Delete Group Structure for Info System Engineenng

Pt
UISE THE PREDEFINED GROUP HAME DR RENANE THE GROUT: SeLa

Group Name + 15EGP

PARENT ORGAMIZATION'S GROUP(S) FOR GLOBAL GROUP MEMB ERSHIP:

CECOM 620GP
Aopatron & Whssle Command  600GP
D0 YOU WANT THE SUD-ORGARIZATIONS OF INFO SYSTEM ENGINEERING TO

HAVE THE GROVE 10k GLOBAL GROUP M EHEERIHIRY hife! Ftori Enbieting

failable For Sub-Organizations » VES

Sub-Organization Name

Mo data in stored procedure results.

Figure 147: Edit Mode — Delete Group and Reset GGMR

1.9.5 Lines of Accounting (LOA)

The LOA tab of the Edit Mode is where the DTA can create or edit lines of accounting for an org hier-
archy.

In the Group workspace the DTA has the ability to:

e Manually create a new LOA (Section 1.9.5.1)
e Upload LOAs from a spreadsheet (Section 1.9.5.2)
*  Copy existing LOAs (Section 1.9.5.3)

1.9.5.1 Manually Create New LOA

The DTA uses this function to manually enter a single new LOA. The DTA needs to make
sure they are in the correct current org.

1. Log on to the Site Setup Interview Mode.

2. Click LOA from the navigation bar.
3. Click Edit Mode from the submenu of the navigation bar.
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4. Select the org to which you want to add the LOA. This will change the org links available
to select from in the box. The DTA needs to make sure he or she is adding the LOAs into
the correct current org (Figure 148).

bm Orgonization  Adwinistrator  RoutieList  Group ”suh.un
pl

Interview Mode Edit Moda

“fou are fn edit mode of LOds for Avistion and Miszile Command,

Create new LOds, No data in query results.
Upload LOAs from Excel Spresd Sheat,
Copy LOAs fi

current organization to its sub-orzanizations

Aviation and Missile Command

Sub-Organization Name
Aviation and Missile Command
AICOH

]
Format g Count View LRI

BRIVY 3, 6/6/2003 5 Wiew LS

Figure 148: Edit Mode for LOAs

5. Click the Create New LOAs link.
6. Select the format map from the pull down and continue (Figure 149).

h Oganization  Adwinistiator  Routing Lkt Group ”Suhmii

Interview Mode  Edit Hode

Create LOW for Aviation and Mhissile Command

Mo data in query resuits.

Salect Format Map s

[ 2, s:29/z003
ARWY 3, 64612003
DBMS 1, B71/2001
8Biz 2, 2720/2003
ME 1, 80142001
NBYY 1, 8172001
WAKS 1, B/7/2002

Sub-Organization Name
ANCOM

CECOM,

Figure 149: Create LOA Screen
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7.  Enter the empty budget shell fiscal year, LOA fiscal year, LOA name, and LOA data ele-
ments (Figure 150).

em Organization  Adwinistrator  RoutiopLit  Group ”Suhm"

l

Interview Mode  Edit Mode

Create LOA for dviation and Missile Command

Mo data in query results.

Format Mhap s SRAVY 3, &/6/2003

Empty Budget Shell Fiscal Year » D

= Budgat fizcal year formatis YWYV (4 dight)

LaggL
Avigtiorand Missile Command

LOA Fiscal Year »

LOA Naine »
Sub-Organizstion Name

LOA DiaTa ELEWENTS
Aecount 1 AMCOM

FSH or DTST +
CECOM

DTST Sub-field »

Aecount 2

Account 3

Figure 150: Edit Mode — LOA Data Elements

Note: Do not include the fiscal year in the LOA name, i.e., LOA Name =
TRANING not 04 TRAINING. The first two digits of the label are set to
the FY automatically.

1.9.5.2 Upload LOAs

The DTA uses this function to bulk upload LOAs from a spreadsheet. The DTA needs to make
sure the LOAs are being uploaded to the correct current org.

1. Log on to the Site Setup Interview Mode.
2. Click LOA from the navigation bar.
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3. Select the proper Format Map to enter your lines of accounting. Save the file to your desk-

top (Figure 151).

04 Medical 04 Medical
04 Trave] DPMCS521DETB1 DMCSS21DETB2 04 Training

04 Medical e 04 Medical is assigned to all

ACCOUNTS at CAMP SWAMPY 04 Training qu'gamzfatlu:un:-. while 'F|'!E rest
04 Travel are assigned to specific
04 Special organizations

» LOAs are kied to organizations. Each LOA can be assigned to maore than one organization and more than one LOA can

be assigned to an organization. This wil allow members of that organization to have access to multiple lines i
necessary, The diagram below depicts the LOA assignments ak Camp Swampy:

Considerations:

» [oes your organizakion use multiple Job Order Mumbers (J0Ms)? IF the only element that changes in you LOAs is the
J0M (or another element such as the APC), there are bwo ways to load yvour LOAS,
< Option 1 - Load individual LOAs with different J0Rs,

Advantages: This method allows users to easily pick from a lisk of available LO8s From their organization as each

line will have a unique label that can be used to differentiate the lines, This option can be good if the site has
relatively Few lines
Disadwvantages: This method requires a lok more maintenance as every line has to be entered at every
arganization that will use the line, along with a corresponding budget item for each,

< Option 2 - Enter a placeholder for the JCM by inputting
w6 in the JON element within the LOA, This can be EXAMPLE:
complimented by adding a budget ikem with 3 wildcard
u:h_aract,ar (*1in the corres_punding budget item. Bv using LOA Placeholder:
this option, the element will hawve to be changed - A 9003123456~ e
manually on each authorization and the budgets can be 04 MTSA 20037123456 " XXX
ralled up, MWhile this method eases the chare of

maintaining a large number of lines, it increases the Budget Module Wildcard:
complexity of applying the correct LOA, Under this 04 MTSA 2003~123456 "% =~
model, many organizations have chosen to have a 04 MTSA 2003~ 123456~ kBZ"

Reviewing Official apply the correct element,

spreadsheet Templatesz for Download

o AF 2, 972902003
* ARMY 3, 6/6/2003
o DEMS 1, 8172001
o iz 2, 212002003
o MC 1, 512001
& MAYY 1, 5172001

& 'WAAS 1, §/7/2002

Maote: IF the MS Excel document opens within the web browser, perform the following skeps, Open Windows Explarer, click on
Tools and Folder Qptions, Select the File Types kab, and dick on the "5L3" File Type, Click Advanced and uncheck "Browse in

Same Window,"

Figure 151: Site Setup Interview LOA Screen

4. Click Edit Mode from the submenu of the navigation bar.
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5. Select the org to which you want to add the LOA. This will change the org links available
to select from in the box (Figure 152).

Orgonization  Adwinistrator  RoutieList  Group ”Suhmil

el
Interview Mode Edit Moda

“fou are fn edit mode of LOds for Avistion and Miszile Command,

No data in query resulks.

Create new LOAs,
Upinad LOA: from Excsl Spresd Shest,
Copy LOAs from current organization to its sub-organizations

Aviation and Missile Command

Sub-Organization Name

ddation and Missile Command
AR Oy
Format g Count View LECE
View LOks

BRIVY 3, 6/6/2003 5

Figure 152: Edit Mode — Edit LOAs

6. Select Upload LOA from Excel spreadsheet link (for the current org).
7. Select the proper Format Map from the drop-down list (Figure 153).

Orgunization Adminisirator Routing List Group. ”Su{unil

Interview Mode Edit Mode

em

el

Create LOA Far Aviation and Missile Command
No data in query results.

Format Map » =

File s |

1‘ Browse .

| UPLAD | CANCEL
_ Aiiation and Missils Command

Sub-Otganization Nama

AME O

CECOM

Figure 153: Edit Mode — Obtain LOA Excel Spreadsheet Format
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8. Click the Browse button. Browse for and select the Excel File previously downloaded to
your desktop (Figure 154).

21x|
Logk in: [“ Formatied LOAs =l *« ® ckE-

File name |marinecorps. ks

Open |
Cancel

g7

Ll Ll

Files of type: [0 Files 1=

Figure 154: Browse for LOA Excel file

9. Click Upload. The Upload Report screen will open (Figure 155).

Orgarization Administrator Routing List  Group ”Suhmil

Curnent O
“fou sre in edit mode of LOAs for Info System Enginssring.
Craates ripw LOS, i
Upioad LOAs from Excel Spresd Shaet, S—
Copy LOAs from current orpanizatian o its sub-arpanirations
F Infa System Engineating
Sub-Organization Name
Humiber of records inserted it uploaded actisn =10 .
Tumber of records updated mruploaded action=15 NodatsIn stored procedure vesulty.
Nurmber of records rejected in uploadsd action = 0
LDAs that failed upload
-Export rejected records to @ new excel spread sheet
Excel
Aooount Labsl Sheet Error Message
Line #
No data in query results,
Figure 155: Edit Mode — Select LOA File and Upload
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1.9.5.3 Copying LOAs

The DTA uses this function to copy existing LOAs from the current org to one or more
suborgs. The DTA needs to make sure they are in the correct current org.

Copy LOAs to suborgs

Log on to the Site Setup Interview Mode

Click LOA from the navigation bar.

Click Edit Mode from the submenu of the navigation bar.

Select Copy LOAs from Current Organization to its Sub-Organizations link. The
LOA Edit Mode screen opens with populated to the Current Organization, the highest org
the DTA has LOA privileges to access in the Deployment Tool (Section 1.3.2) (Figure
156).

Nk

Em Organtzation  Adwministrator  Routiig List Gréup ”Sul.uuil
el

interiess oo _ATETTITTRY

You are in edit mode of LOAs for dwistion and Missile Command,

Create new LO4s, No data in query results.

ad L0As from Excel Spread Shest,

Ohs from current organization to tts sub-organizations

Aviation-and Missite Command

Sub-Organization Mame
iation and Missile Command

A Ok

Farmat Map Count View CECOM

ARINY 3, 6/6/2003 5 Wiea LOAs

Figure 156: Edit Mode for LOAs
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6. Select the existing LOA(s) label already created for the current org from the top part of the
screen; then select the Sub-Organizations you want to copy from the lower part of the
screen (Figure 157).

1seTraue|System Organization Administrator Routing List Group ”&uhnlil

fra of Government Travel

Interview Mode  Edit Hode

Create LOA from fuiation and Missils Command by copying to sub-traanizations

No data in query results,

IERTIFY THE LOAS THAT YOU WANT TO COPY (USE THE CONTROL KEY T8 SELECT MULTIPLE LOAS)

ARMY 3, 67672003 - 04 AdvanceParty

ARMY 3, 6/6/2003 - 04 Exercise

ARMY 3, 6/8/200%- 04 General Hutatiar snd Missile Command
ARMY 3, 6/6/2003 - 04 HNRGRD

LRMY 3, 60 6/2003 - 04 Travel

LOAs

Sub-Organization Name
AMCOI

CECOM
IDERTIFY THE SUB-DRGANIZATION TO WHICH THE ABOVE SELECTED LOAS MUST BE COPIED (USE THE CONTROL KEY TO SELECT MULTIPLE LOAS)

LAMCOM [00630)

o Materials Gommand [O08X0MET)
..CECOM (800620)

Apquisition (S006Z0AECQ)

Ft. Huachuca: [6006208C0PAH)

v Info System Engineering [6O0520ISE)

Sub-Organizations »

Figure 157: Copy LOA Screen

7. Click the Copy button.
8. View the Copy LOA Report Screen.

Note: Budget shells with the same label name and data elements as the
LOA are not created until migration is approved (Section 1.7.2).

1.10 Reports

Deployment Tool reporting functionality monitors and creates reports on the Organization Totals, Site/Org
Setup Progress, and the Self Registration progress in DTS. Permission level 7 and the necessary org access
is required for the Reports link to display on the user’s navigation bar.

Each report allows the user to enter specific search criteria that will limit the search results to only desired
information. Document information is available in DTS for reporting within the last 15 months. The
reports are available for download in Comma Separated Values (.csv) format and require Microsoft Excel
to be installed.
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1.10.1 Summary of Reports

Users with permission level 7 and appropriate org access can access the following reports:

1. Organization Totals:
*  The date the report was run.
*  The search criteria used to generate the report (Site Name and Organization. Include
*  Sub-Organizations is either Y (yes) or N (no)).
*  Organizations/Sub-Organizations: number of orgs and suborgs created to date.
*  Total Sub-Organizations: number of suborgs created to date.
* Total Routing Lists: total number of routing lists created to date.
» Total Groups: total number of groups created to date.
* Total LOAs: total number of LOAs created to date.

2. Site/Org Setup Progress:
The Site Organization Setup Progress report displays the following information:

*  The date the report was run.

*  The search criteria used to generate the report (Site Name, Organization, Service/Agency,
» and Organization Status. Include Sub-Organizations is either Y (yes) or N (no)).

* Routing List Names

e  Groups

* LOA Label

+ LOA10X20

*  Organization Status

*  Percent Organization Complete

*  Organization Complete (Y/N)

3. Self-Registration Metrics:

e Current Date

*  Site Name

*  Organization/ Sub-Organization
e DTS Organization Description
e Traveler SSN (Last 4 digits)

e Traveler Last Name

e Traveler First Name

* E-mail Address

»  Status (Submitted, Self-Registration, Awaiting Approval or Incomplete Self-Registration)
e Status Age

*  Create Date

«  Submit Date

1.10.2 Organization Totals Report

The Organization Totals Report provides the user with a running count of the total number of orgs and
suborgs, routing lists, groups, and LOAs created.

The Organization Totals Report displays the following information:
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e The date the report was run.

*  The search criteria used to generate the report (Site Name and Organization. Include
*  Sub-Organizations is either Y (yes) or N (no)).

*  Organizations/Sub-Organizations: number of orgs and suborgs created to date.

* Total Sub-Organizations: number of suborgs created to date.

* Total Routing Lists: total number of routing lists created to date.

* Total Groups: total number of groups created to date.

* Total LOAs: total number of LOAs created to date.

To create an Organization Totals Report:
1. Login to user Welcome screen.

2. Select Administrative from the navigation bar.
3. Select Site Setup Admin from the drop-down list (Figure 158).

K Defense Travel System
il

Official Travel ¥ Official Travel - Others ¥| Traveler Setup ¥ Reports ¥

Site Setup Admin

Document site Setup Interview 1-->
Welcome Sam T Damon et

Drganizatian:  DREEWT My Signec DTA Maintenance Tool

Org Access: (Al Documen Budget tus Dep
Group Access: DFCWT Route & Review LR
e MySANDIEQ Calculate Distance
Permission: 0,1,2,3,4,5,6,7,8,9
Help Desk Utilities >
MUNEWHAY, — © pEE:
Development Utilities |

Message Center

Figure 158: Site Setup Admin-Welcome Screen

4. Select Reports from the top navigation bar.

5. Ifthe user has access to multiple orgs, click the Organization drop-down arrow to select the nec-
essary org to be edited. The menu includes all orgs to which the user has been specifically dele-
gated as the DTA and orgs to which the user has org access.

6. Click Reports from the top navigation bar.
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7. Select Organization Totals from the sub-navigation bar (Figure 159). For a description of the
Organization Totals Report fields, see Table 1.

nt Travel

Organization Totals SitefOrganization Setup Progress

1

Click on the "GEMERATE REPORT" button to generate and download a csv file containing the Organization Totals records.,
MOTE: Generating of the cszv file mav take a few minutes,

Gite Mame » [FNIeqpel]

Organization » |DA123 |

Include Sub-Organizations » W

GENERATE REPORT

Figure 159: Organization Totals Report

Table 1: Organization Totals Report

Field Name Description
. To restrict your results to one site, select the Site Name from the drop-
Site Name
down; or leave blank to return all results.
Oreanization Select the Organization to be included in the report. Select the Sub-
& Organizations check box to search the lower-level orgs.

Note: This report is not available in Site Setup Interview.

8. Once the desired fields are selected click Generate Report. This creates a .csv (comma separated
value) report displays in an Excel spreadsheet.
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9. On the File Download dialog box, click Open to open the Excel report, click Save to save the
report to your hard drive, or click Cancel to close the report. Click More Info to get help on

downloading files (Figure 160).

File Download 1 |

k on the "GEMERA P Some fileg can harm pour computer. If the file information below
5 looks suspicious. or vou do nat fully trust the source, do not open ar

lE: Generating of smie this Fle.

File name: report.cay
File type:  Microzoft Excel Comma Separated Yalues File
Fromm: 214311011

Wwiould you like to open the file or save it to your computer?

Open | Save I Cancel Mare Infa

¥ Always ask before opening this tpe of fils

Orgar]

Figure 160: File Download Dialog Box

10. Preview the Organization Totals Report (Figure 161).

EA Microsoft Excel - report[5]

J File Edit W¥iew Insert Format Tools Data Window Help
DEEHSERY {BBS v-c @ = A& 25 @G0 - B, w0 -0 - B
J i Snaglt | ‘Window -

D25 ~| =

A | E | c | D [ E F |
Organizations/Sub.  Total Sub- | Total Routing Total

EN Site Name Organizations | Organizations Lists Groups | Total LOAs

Title: Organization Totals  Run Date: Tue Feb 01

12:54:50 EST 2005 Search Criteria:  Site

Mare:  Organization: 1111 Include Sub-
| 2 |Organizations: ¥
| 3 |PTF Test Site 111 2 2 0 2
| 4 |PTP Test Site 11112121 0 0 0 0
| 5 |PTF Test Site 11112122 0 1 0 0

B

Figure 161: Organization Totals Report

1.10.3 Site/Organization Setup Progress Report

The Site Organization Setup Progress Report allows the user to check the status of the administrative
setup for a site, to monitor the site progress and preparedness for upload, LPV, and IOC. Permission
level 7 DTA's, can run this report for all orgs at the site selected that fall within their org access level

for their org of assignment.
The Site Organization Setup Progress displays the following information:
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The Site Organization Setup Progress report displays the following information:
The date the report was run

The search criteria used to generate the report (Site Name, Organization, Service/Agency, and
Organization Status. Include Sub-Organizations is either Y (yes) or N (no)).
Routing List Names

Groups

LOA Label

LOA 10X 20

Organization Status

% Organization Complete

Organization Complete (Y/N)

To create a Site/Organization Setup Progress Report:

el S

Login to the user Welcome screen.

Select Administrative from the navigation bar.

Select Site Setup Admin from the drop-down list.

If the user has access to multiple orgs, click the Organization drop-down arrow to select the nec-

essary org to be edited. The menu includes all orgs to which the user has been specifically dele-
gated as the DTA and orgs to which the user has org access.

5. Click the Organization drop-down arrow to select the necessary org to be reported on from Site
Setup. The menu includes all orgs to which the user has been specifically delegated as the DTA
and those orgs to which the user has org. access.

6. Click Reports from the top navigation bar (Figure 162).

tem

avel

Click on the "GEMERATE REPORT" button to generate and download a csv file containing the Site/Organization Setup Progress records,
MOTE: Generating of the cav file may take a few minutes,

Site Mame » |Fairfax j
sendce/fzency» |United States Air Force |
Organization Status » |Appr0ved j
Organization » |AIRFORCE12345 =l

Include Sub-Organizations » W
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Figure 162: Site/Organization Setup Progress Report Screen
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7. Select Site/Organization Setup Progress Totals Report link from the sub-navigation bar. For a
description of the Organization Totals Report fields, see Table 2.

Table 2: Site/Organization Setup Progress Report

Field Name Description

To restrict your results to one site, select the Site Name from the drop-

ite N )
Site Name down list; or leave blank to return all results.

To restrict your results to one service or agency, select it from the

Service/Agency drop-down list; or leave blank to return all results.

Process, select it from the drop-down list; or leave blank to return all
Organization Status results. The statuses are: Organization Created; LDTA Created; Sub-
mitted; Approved; Rejected; Migrated; or Migration Failed.

Select the Organization to be included in the report. Select the Sub-

Organization Organization check box to include sub-orgs.

Note: In Site Setup Interview, the Site/Organization Setup Progress Report only has
three fields: Organization Status and Organization, which use the same description
as above.

8. Once the desired fields are selected click Generate Report. This creates a.csv (comma separated
value) report that displays in an Excel spreadsheet that opens in a separate screen.

9. On the File Download dialog box, click Open to open the Excel report, click Save to save the
report to your hard drive, or click Cancel to close the report. Click More Info to get help on
downloading files.
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10. Preview the Site/Organization Setup Progress Report (Figure 163).

B Microrot Eece- eportiz]
J@ File Edit Wiew Insett Farmat Tools Data ‘Window Help
CeWal8Ry sB@F[o- - [z~ 4k U8 v - B[ g - B =l
J 8 Snaglt | Window -
Al L.l =| Site Marne
A | B [ ¢ [ o [ E 1 F | G | H | 1
Organizatio Routing % Organization
n/Suhb- List LOA Organization Organization Complete
1 Site Name Organizatio Names Groups Label LOA 10 X 20 Status Complete YN}
Title: Site/Organization Setup
Progress  Run Date: Man Jan 31
12:23:21 EST 2005 Search Criteria
Site Marme:  Organization: 1111
Service/Agency: AIR FORCE
Organization Status:  Include Sub-
| 2 |Organizations: Y
48092497 ,20024930°AC 25800
B3 Qa2 T19032CFCFI092249032 | Lead Dta
| 3 |FPTP Test Site 1111 RL1 Training s Created 25% N
4909297 "2002°4930°AC 25550
B9 0821 T1AD092CFACFI092449092 | Lead Dta
| 4 |PTP Test Site 1111 RL1 Training  Aesassacs Created 5% i
4909297 "2002"4930°AC 2580 Do
68 0821 T1A9092CFACFI092449092 | Lead Dta
| & |FTP Test Site 1111 Test123 Training  Aesassacs Created 5% N
4809249720024 9304 AC 25550
B9 a2 T1AE092CFACFI092449092 | Lead Dta
| B |PTP Test Site 1111 Test123 Training  Aesassacs Created 28% i
Organization
| 7 |FTP Test Site 121 Created 0% il
testd56
rauting Organization
| 8 |PTP Test Site 11112122 list Created 0% N
9

Figure 163: Site/Organization Setup Progress Report Screen

1.10.4 Self-Registration Metrics Report

The Self-Registration Metrics Report monitors time spent by self registering users in varying states of
Self-Registration to track how long registrants have stayed in each state, e.g. Submitted, Self-Registra-
tion, Awaiting Approval or Incomplete Self-Registration.

The Self-Registration Metrics Report displays the following information:
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Current Date

Site Name

Organization/ Sub-Organization
DTS Organization Description
Traveler SSN (Last 4 digits)
Traveler Last Name

Traveler First Name

E-mail Address

Status (Submitted, Self-Registration, Awaiting Approval or Incomplete Self-Registration)
Status Age

Create Date

Submit Date
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To create a Self-Registration Metrics Report:

1. Login to user Welcome screen.
2. Select Administrative from the navigation bar.
3. Select Self Registration Admin from the drop-down list (Figure 164).

K Defense Travel System
il

Official Travel ¥ Official Travel - Others ¥| Traveler Setup ¥ Reports ¥

Site Setup Admin

Document site Setup Interview L --> g
Welcome Sam T Damon

Drganizatian:  DREEWT My Signec DTA Maintenance Tool

Org Access: (Al Budget

Documen tus Dep
Group Access: DFCWT | Route & Review LR
e MySANDIEQ Calculate Distance
Permission: 0,1,2,3,4,5,6,7,8,9
Help Desk Utilitias |
MUNEWHAY, — © pEE:
Development Utilities |

Message Center

Figure 164: Welcome Screen

4. If the user has access to multiple orgs, click the Organization drop-down arrow to select the nec-
essary org to be edited. The menu includes all orgs to which the user has been specifically dele-
gated as the DTA and orgs to which the user has org access.Click Reports from the top navigation
bar.

5. Select Self-Registration Metrics Report link from the sub navigation bar (Figure 165). For a
description of the Organization Totals Report fields, see Table 3.

System List Profile

ent Travel

Click on the "GEMERATE REPORT" button to generate and download a csv file containing the metrcs records,
MOTE: Generating of the cav file may take a few minutes,

Site Mame » IFairfax j

Organization » |AIRFORCE12345 =

Include Sub-Organization» W

Figure 165: Self-Registration Metrics Report
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Table 3: Self-Registration Metrics Report

Field Name Description
. To restrict your results to one site, select the Site Name from the drop-
Site Name
down; or leave blank to return all results.
L Select the org to be included in the report. Select the Sub-Organizations
Organization

check box to search the lower-level orgs.

6. Once the desired fields are selected, click Generate Report. This creates a .csv (comma separated
value) report that displays in an Excel spreadsheet.

7. On the File Download dialog box, click Open to open the Excel report, click Save to save the
report to your hard drive, or click Cancel to close the report. Click More Info to get help on
downloading files.

8. Preview the Site/Organization Setup Progress Report (Figure 166).

E3Microsoft Excel - report[4] I
| 2] File Edit View Insert Format Tools Dats indow Help

Registration Metrics

Title: Waon Jan 31

12:27:54 EST 2005
Search Criteria:

Site Name

QOrganization: D

Include Sub-

2 |Organizations: ¥

Pre-

Pre-

27630 test

27530 test!

.
ek

P ES SRy |tRRS o-- (@ s 45 lHwe -0 -0 -|B 7 uE (%%, B[
| @ snagie | Wwindow B

Had 5| =]

A [ B I e [ D [ E [ E I H | 1 [0 ] K L
DTS
Organizations/Sub- Organization Traveler Traveler Traveler Status  Create Submit

| 1 | Current Date Site Name Organization Description SSN Last Name First Email Address Status Age Date Date

Title: Self

27:53.0 Deployment

27:53.0 Deployment

2004-09-14  2005-01-25

DA = 0005 | Randall Brian gary.zhou@E@ngc.com Subritted 6 15:47:58.0 14:38:43.0
Mot 2004-09-29
DF123 TER3990 | Reinders Eric barrie. black@ngc.com Subrnitted 124 16:49:02.0
DoD 2004-09-09 2004-09-10
DODEA111111111  Education TEOE08 | test ugser-4 rmanleen. kaun@nge. com | Submitted 143 15493350 14:53:24.0
Defense 2004-07-13 2004-09-10
DEFENSEAQ111111 Aguisition F 222 | McDaniel Kelly manleen.kaur@nge.com | Submitted 14314:40:320  14:39:200
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Figure 166: Self-Registration Metrics Report
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Attachment 1: Roadmap for S/A Reps

W = Mandatory
Create New Site
Field Requirement
Administrative Tool Bar Selection
Site Setup Admin Drop Down
Site List Tool Bar Selection

7 If yes, click site name
and go to Create Root

Does site exist in list? Organization
If no click create new
site
Create New Site
Site Name Mandatory, All CAPS
State/Country Search Mandatory
Type Default is ALL
CONUS/OCONUS Default is ALL
State/Country State/Country 2 letter code
or Name
Create Site Click Create Site Button
Do you want to create another site? YES or NO (If yes, repeat
Create New Site)
Sites Select site created and go

to create root organization

Create Root Organization

Field Requirement

Site Setup Admin Drop Down

Sites Select site name from
list

Root Organization Select create new root
organization

Site Name Pre-Populates from site list

Service/Agency Select from List

DTS Organization Code Mandatory

DTS Organization Description Mandatory

DTA ID Mandatory

enter reject email

GDS Mandatory
Select GDS from list or
CTO Disabled if not CTO
connected
Select PCC, Ticket PCC
from list, and enter

Is Active GDS selected? Company Code (Obtain
correct Company Code from
CTO)
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Office Address 1 Mandatory %

Office Address 2 Optional

Office City Mandatory

Office State Click icon and select

State/Country Search
Type Default is ALL
CONUS/OCONUS Default is ALL
Code/Name State/Country 2 letter

code or name

Zip Code Mandatory

Mail Code Optional

Time Zone Mandatory

Organization Email Address

Mandatory (This is email
used when someone is self

registering)

Present Duty Station Name Optional

Number of Work Hours/Day Optional

Emergency Contact Name Mandatory

Duty Station name
Emergency Contact Phone Mandatory
Duty Station phone

Number of Miles to Closest Airport from office Optional

Office Phone Number | Mandatory %
Office Fax Optional

Unit ID (UIC/RUC/Passcode) | Mandatory %

Email Notification

Default in On

Click SAVE (Go to Create

New DTA)
Create New LDTA
Field Requirement

Root Organization Click Create Lead DTA
SSN Enter LDTA SSN and click

Mandatory (as it appears
Last Name % on digital certificate %
First Name Mandatory
Middle Initial Optional
Email | Mandatory %
Organization Pre-populated
DTA Privileges* Answer YES or NO for user to update:

Organization, Group, Route and LOA
Click SAVE

* A Lead DTA should have all privileges.

depending on the role in setup. For

example, an ODTA may choose not to have

ODTAs may have all or may have less

LOA

if that organization plans to use a Finance DTA to do the LOA portion of setup.
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Attachment A: New Site/Root Organization Worksheet

New Site:

Site Name

State

Country

Root Organization:

Site Name

Service/Agency

Root Organization Code

DTA ID

GDS

Company Profile

Office Address

Office City

Office State

Office Zip/Postal Code

Mail Code

Time Zone

Organization Email Address

Present Duty Station Name

Number of Work Hours/Day

Emergency Contact name

Emergency Contact Phone

Number of Miles to Closest Airport from Office

Office Phone Number

Office Fax Number

Unit ID/UIC/RUC/Passcode

Email Notification — On or Off
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Attachment B: Create Organization Worksheet

Site Name

Service/Agency

Root Organization Code

DTS Organization Description

DTA ID

GDS

Company Profile

Office Address

Office City

Office State

Office Zip/Postal Code

Mail Code

Time Zone

Organization Email Address

Present Duty Station Name

Number of Work Hours/Day

Emergency Contact name

Emergency Contact Phone

Number of Miles to Closest Airport from Office

Office Phone Number

Office Fax Number

Unit ID/UIC/RUC/Passcode

Email Notification — On or Off
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Attachment C: Create New DTA Worksheet

Part One for Deployment Tool/STAGE Use

SSN

Last Name

First Name

Middle Initial

Email Address

Sub-Organization

Privileges*

Answer Yes or No for user to Update: Organization,
Group, Route and LOA

* A Lead DTA should have all privileges in STAGE. ODTAs may have all or may have less depending on
the role in setup. For example, an ODTA may choose not to have an LOA if that organization plans to use a

Finance DTA to do the LOA portion of setup.

Part Two for Self Registration Acceptance into Production

Name

SSN

Production Permission Level

Production Organization Access

Production Group Access

Routing List*

Default LOA**

* Optional — Defaults based on organization setting
** Optional
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Attachment D: Road Map for Self-Registration Data

Recommended Information

General Information Requirement
First Name Pre-populated (CAC)
Last Name Pre-populated (CAC)
Middle Initial Optional
SSN A Mandatory V %
Gender Default is NA
Email Address # Mandatory %
Mailing Address
Street, City, State, and Zip/Postal Code Mandatory
Residence info same as Mailing address? Defau'l £ is No Ll 2
YES populates residence with mailing info
Required Work Information
Civilian/Military Default is CIV
Title/Rank Pull Down 7
Work Hours Pre-populated
Tech Status Default is NO
Organization Mandatory
Service/Agency Select in List
Type Select in List
State Select in List
Site Select in List 4
Org Select in List

Office Address, City, State and Zip Postal Code

Pre-populated

Time Zone

Pre-populated

Work Hours

Pre-populated

Emergency Contact Name and Phone Number

Pre-populated

Electronic Funds Transfer Data

Account Type — Checking or Saving Highly Recommended
Account Routing Number Highly Recommended
Account Number Highly Recommended
Government Charge Card (GOVCCO)

Charge Card Status Highly Recommended
Account Number (if cardholder) Highly Recommended
GOVCC Exp. Date (if cardholder) Highly Recommended

Preference Information

Printed Organization

Pre-populated

Present Duty Station

Pre-populated

Miles from Office to Airport

Pre-populated

Office Phone

Pre-populated

Office Fax

Pre-populated

Office Mail Stop

Pre-populated

Organization Email

Pre-populated

Unit ID (UIC/RUC/PASSCODE)

Pre-populated

Foreign Travel Information

Passport Information

First Name

Optional
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Last Name Optional
Middle Initial Optional
Birth Date Optional
Passport Number Optional
Issuing City Optional
Expiration Date Optional
Preference Information

Root Organization Requirement
Street, City, State, and Zip/Postal Code Pre-populated from Recommended info entry
Miles from Home to Airport Optional
Residence Phone 2 Mandatory %
Residence Fax Optional
Air Travel Preferences

Airport Optional
Preferred Seating Optional
Special Meals Optional
Special Needs Optional
Frequent Flyer Optional
Lodging Preferences

Preferred Lodging Optional
Lodging Special Needs Optional
Rental Car Preferences

Preferred Rental Car Optional
Rental Car Special Needs Optional
Personal Remarks Optional

Smoking Preferences

Smoker

Default is NO
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Attachment E: Worksheet for Self-Registration

General Information

First Name

Last Name

Middle Initial

SSN

Gender

Email Address

Mailing Address

Mailing Address, City, State and Zip/Postal Code

Required Work Information

Civilian/Military Status

Title/Rank

Tech Status

Organization Name

Office Address, City, State and Zip/Postal Code

Time Zone

Work Hours

Emergency Contact Name and Phone Number

Electronic Funds Transfer Data

Account Type — Checking or Saving

Account Routing Number

Account Number

Account Number

Government Charge Card (GOVCCO)

Charge Card Status

Account Number

GOVCC Exp. Date

Optional Work Information

Printed Organization

Present Duty Station

Miles from Office to Airport

Office Phone

Office Fax

Office Mail Stop

Foreign Travel Information

First Name

Last Name

Middle Initial

Birth Date

Passport Number

Issuing City

Issuing State

Expiration Date
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Attachment F - Self-Registration Screen Shots

00

icrosoft Internet Explorer provided by Northrop Grumman

Fle Edt Yew Favortes Iooks Help

Logged In As: LORETTA LEADGH
Screen |D: 8000.1

ﬁ Defense Travel System Recommended Information  Preference Information  SelF-Registration Submit
A New Era of Government Travel

Welcome to the Self Registration Tool,

Your user/traveler profile has been started but not completed; please finish prior to submitting
userftraveler profile for acceptance, Click on Recommended Information abave to somplets your
profile.

This is where you enter the data that goss inko your DTS Personal Profile,

In the Recommended Information section, some fields are marked with an asterisk. (*) or are preceded by bolded text.

® Ifthereis an asterisk to the left of a field, this data must be entered before you can submit your Self-registration.
TF you Forget, DTS wil prompt you

« IFthers is bolded bext next to a Fisld, this data must be entered 5o that allinformation on the page can be
saved. This will save you some tims in cass you can't finish your Self-Registration at one sitting

The Prefarence fnformation section is for daka such as maling addresses, air travel, lodging and car rental preferences,
etc, DTS wil automatically enter this data into your travel documents, You always have the option ta change this
information when you log into DTS, Just select Profiie from the Adtional Gptions section of the Authorization (or other
travel document'sToolbar,

EIE
[ |

Close Windaw
Help for this screen

Cunent Date: 06-22-2004

Self-Registration Tool Welcome Page

800,

rosoft Internet Explorer provided by Northrop Grumman

Fle Edt Wiew Favortes Tools  Help

Logged In As: LORETTA LEADGH
Screen 1D s001.1

Preference Information Self-Registration Submit

% Defense Travel System

A New Era of Government Travel

Field with ** " iz a required field when you submit on the SELF-REGISTRATION SUBMIT page.

Fields with a bolded Field Name are required to save data on the CURRENT page.

MANDATORY INFORMATION

GENERAL INFORMATION

First Mame » LORETT#
Last Mame » LEADGH

Aiddle Initial v

55Ky 942005923

Gender » |N/& =

* Email Address » | ]

MAILING ADDRESS

f—

Clase Window
Help for this screen

Cumment Date: 05-22-2004

Recommended Information
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City»
State S Country s I a

A Click on the icon to select a value

Zip fPostalCoder [ ]
Time fone » IGMT 'l
Wark Hours »

Emergency Contact Name » I:I
Emergency Contact Phone Number » I:I

A Format: 999-999-9999 29999, up to 20 characters
ELECTROMIC Funps TRAMSFER DATA

hocount Types O Checking o Saving & Mane

hccount Routing Mumber » l:l 4

A Click on the jcon for help

TrAVEL RESERVATION INFORMATION

GOVERMMENT CHARGE Carp {GOYCC)

Advance Authorzation » IC.&RD HOLDER 'l

GOVCC Exp. Date » l:lm

A Farmat is mmdd Anney
PREFERENCE IHFORMATION

Printed Orgzanization » I

Recommended Information Continued

/3 8001.1 - Microsoft Internet Explorer provided by Northrop Grumman

Fle Edt Yew Favortes Took Help

CardExp. Date, L |8
2 Format s mm /ddAnnny

PREFERENCE INFORMATION

Printed Organization » |

Present Duty Station v
Jivles from Office to Airport » |:|

Office Phone »
2 Format: 999-999-9999 58999, up to 20 characters

Office Fax v
2 Farmat: 999.333.9999; up to 10 charactars

Organization Email |

unit D ucRUCPAsscoe), [

FOREIGH TRAVEL INFORMATION

PASSPORT INFORMATION

Middle Initiat» [

birthoste, L@
2 Format is mm/ddAnny

Passport Mumberr [ |
Expiration Date r l:l @

2 Format i mm./del Ay

§ -2

Recommended Information Continued
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8001 crosoft Internet Explorer provided by Northrop Grumm: RS
Fle Edt vew Favortss Tooks Help ﬁ
Logeed Inas: LORETTA LEADGH Close Window =

Screen 10: B8001.2 Help for this screen

ﬁ Defense Travel System Recommended Information Self-Registration Submit

A New Era of Government Travel

Cument Date: 05-22-2004.

Field with ' ="' is a required field when you submit on the SELF-REGISTRATION PREFERENCE INFORMATION page,

RESIDENCE ADDRESS

@

* Residence City»

* Residence State / Country s
2 Click on the icon to select 3 value

fesidence Zip / Postal Coda » |:|
Iiles fram Home ta Airpart » |:|

T Residence Phone »
2 Farmat: $33-999-3931 %394 up 10 20 characters

Residence Fax»
A Farmat: 399-999-9933 up to 20 characters

AR TRAVEL PREFERENCES

wirpert s |
A Click on the icon to select a value

Preferred Seating » -

Preference Information

38001.2 - Microsoft Internet Explorer provided by Northrop Grumman _1&8| x|

Fle Edit View Favorites Tooks Help
Preferred Seating » - [=|
Special Meals -

Special Needs \

FREQUENT FLYER

Edit Delete Frequent Flyer No Airline Member Mo Member Status

No data in query results.

LODGING PREFERENCES

Preferred Lodging » -

Lodging Special Needs » \

RENTAL CaR PREFERENCES

Preferred Rental Car v i

Rental Car Special Needs » \ \

Personal Remarks » | |

SMOKING PREFERENCES

Smakerr @ Mo O Yes

T

Preference Information Continued
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